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1 Introduction

Department of Veterans Affairs (VA) Veterans Health Information Systems and Technology
Architecture (VistA) Scheduling (VS) Graphical User Interface (GUI) module is the
Windows GUI version of the Patient Information Management System (PIMS) Scheduling
module. It provides appointment management functions included in PIMS Scheduling, but
with the added convenience and usability of a GUI.

1.1 Purpose

The Veterans Health Administration (VHA) Office of Veterans Access to Care (OVAC)
requested an enterprise enhancement for the VS package. The enhancement reduces
operating costs for VHA and improves operational efficiencies, resulting in patient-centered
access to care, coordinated care, increased customer satisfaction, and the reduction of
excessive cycle/wait time for scheduling patients.

1.2 Overview

VS GUI is a software module that allows schedulers to make appointments quickly by
viewing multiple appointment request types and multiple clinics in one screen. A scheduler
can easily view patient requests for service, find the next available open appointment, view
the provider’s availability in multiple clinics, and track a patient’s appointment process.
Refer to Section 2 for a more detailed description of VS GUI functionality.

1.3 Disclaimers

1.3.1 Software Disclaimer

This software was developed at the Department of Veterans Affairs (VA) by employees of
the Federal Government in the course of their official duties. Pursuant to title 17 Section 105
of the United States Code this software is not subject to copyright protection and is in the
public domain. VA assumes no responsibility whatsoever for its use by other parties, and
makes no guarantees, expressed or implied, about its quality, reliability, or any other
characteristic. We would appreciate acknowledgement if the software is used. This software
can be redistributed and/or modified freely if any derivative works bear some notice that they
are derived from it, and any modified versions bear some notice that they have been
modified.

1.3.2 Documentation Disclaimer

The appearance of external hyperlink references in this manual does not constitute
endorsement by the Department of Veterans Affairs (VA) of this Web site or the information,
products, or services contained therein. The VA does not exercise any editorial control over
the information you may find at these locations. Such links are provided and are consistent
with the stated purpose of the VA.
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1.4 Project References

1.4.1 Information
The VS GUI points of contact (POCs) include:

e OVAC VSE Subject Matter Expert — Ms. Erin Vanderwall,
Erin.Vanderwall@va.gov
e OVAC Program Office — VHAVSEProgramOffice@va.gov

e OIT VSE Acting Project Manager — Mr. Orlando Martinez,
Orlando.Martinez2@va.gov

VistA Scheduling Enhancement (VSE) SharePoint (previously VA Pulse pages):

e Scheduler: https://dvagov.sharepoint.com/sites/vhavista-scheduling-
enhancements-vse

e National Return to Clinic Order Implementation:
https://dvagov.sharepoint.com/sites/\VHAreturn-to-clinic-rtc

e Frequently Asked Questions (FAQ) / Known Issues:
https://dvagov.sharepoint.com/sites/vhavista-scheduling-enhancements-vse

1.4.2 Coordination

Coordination between the project and its specific support functions (e.g., installation
coordination, security, etc.) for VS GUI is the same as those for VistA.

1.4.3 Help Desk

Refer to Section 11 for additional information.
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1.4.4 Organization of the User Guide

This user guide is comprised of 11 sections, as follows:

Introduction: Addresses general project information

System Summary: Contains system configuration, data flows, and user
access level information

Getting Started: Contains procedures for logging on and off of the system,
instructions on how to print and export schedules, and information on VS GUI
tab displays, basic functions for searching, sorting, filtering, and viewing

Ribbon Bar: Contains procedures for using the Schedule Manager Ribbon
Bar and details on features, such as patient demographics, new request
actions, pending appointments, print, export, refresh, query tool, user
preferences, and patient preferences

Request Management: Outlines features and procedures for using the
Request Management Grid (where patient’s pending requests are displayed 25
at a time) and the Pending Appointments window (where booked
appointments are displayed in the in the Ribbon Bar of the Tasks tab)

Appointment Management: Provides details describing how to manage an
appointment — after selecting a patient, the option appears to schedule a new
appointment (APPT) or Patient-Centered Scheduling (PtCSch); a list of recent
and upcoming appointments is displayed in the Ribbon Bar

Clinics: Provides an overview of clinic and administrator views and actions

Reports: Provides an overview of viewing and printing reports, and
procedures for generating audit and clinic reports; a list of warnings is also
included

Trash Queue Cleanup: Defines this task and provides instructions for use

VistA Scheduling 508 Compliance: Outlines processes for executing VistA
Scheduling application functionality from the keyboard

Troubleshooting: Provides contact information for the Help Desk regarding
any problems with the VS GUI module
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2 System Summary

The VSE project delivers a series of enhancements to legacy VistA Scheduling Version 5.3
via the VS GUI application.

The previously nationally released version 1.5 includes VS GUI 2.0.0.15 and VistA M
patches SD*5.3*679 and GMRC*3.0*98. Install compliance date was June 5, 2018. This
update included the following:

e Pending Appointment Box Improvements:

o Columns in the Pending Appointment list are now sortable

o Filters can now be placed on each column in the Pending Appointments
list

o The date range for the Pending Appointments list has changed from (-365
days to +365 days) to (-365 days to + 1000 days)

o Right-clicks on the Pending Appointments list in the ribbon in VS GUI, a
new menu option, Print Pending, is now available. This option will print a
list of all of the current patient’s appointments that occur from the install
date of SD*5.3*679 into the future. If the list is filtered or date range
extended, the Print Pending results should reflect those filters.

e Patient Selection, when a patient is selected, the system no longer immediately
jumps to the New Request pop up box to prompt the user for a request type. The
user can click the New Request (New Request) button in the ribbon in order to
start a new request, as they could previously. This forces the scheduler to view
existing requests before making a new one.

e The View Mode selector in the Arrangement pane of the ribbon has been
removed, as it was unused.

e The print buttons in the letter printing window previous read Print (Local) and
Print (Server). Now they read Print (Windows Printer) and Print (VistA Print
Device), respectively.

e In the Select Patient pane located in the ribbon, additional fields have been added
to the patient information displayed. These include Primary Care Provider (PCP),
Mental Health Provider (MHP), and phone number. This addresses Ticket
R16775634FY18.

e The New Appointment dialog will now have the Comments field filled with the
comments from the original appointment request, whether it is an Appointment
(Appt.) Request, National Return to Clinic (RTC), Patient Centered Scheduling
(PtCSch) Electronic Wait List (EWL) or Consult request.

e The New Appointment dialog will now check to make sure that the slot being
booked into has not been made unavailable since the user started working on the
appointment (such as a clinic that was temporarily opened on a holiday being re-
closed). This addresses Ticket 115980703FY17.

e View only users and users without privileges in restricted clinics can now access
both the View Appointment and Expand Entry options when right-clicking on an
appointment. Neither of these options allows changing of any data. This addresses
Ticket R16581333FY17.
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e The system will now allow a user to cancel an appointment for a deceased patient.
This addresses Ticket 112603678FY17.

The next nationally released version 1.6.0 includes VS GUI 2.0.0.16 and VistA M patch
SD*5.3*686. Install period is projected for December 2019 at time of publishing. This
update includes the following:

e Pending Appointment Box Improvements:

o Schedulers are now able to access all of the relevant appointment activities
from the context menu in the pending appointments box.

e Time Slot Viewer, Expand Entry is now an option in the context menu for an
appointment displayed.

e Date and Time Entry, all 12 places in the VS GUI where dates and/or time can be
entered now use the appropriate offset notation.

e Remote facility IFC notifications

2.1 User Access Levels
The VS GUI module uses three access levels:

Provider and Non-Scheduler (View Only) can view patient appointments, clinics, and
provider’s availability in VS GUI via:

View patient appointments, clinics, and provider’s availability
Find Available Appointments slots in a clinic or group of clinics
Appointment Schedule displayed by clinic, provider or clinic group

Request Management Query Tool to produce a list of patients waiting for an
appointment

Expand Entry on existing appointments to view details of when the
appointment was created, encounter information (if available), and other
appointment audit fields

VistA Account Requirements: VistA option CLINICAL SCHEDULING
PROCEDURE CALLS [SDECRPC] and VistA key SDECZVIEW. Please
note, SDECZVIEW blocks all other SDEC keys the user may hold

Scheduler can make appointments quickly by viewing multiple clinics in one screen. The
user can easily find open appointments, view the provider’s availability in multiple clinics,
and track a patient’s appointment process in VS GUI via:

Find Appointments to specify the dates to view only available appointments
in a clinic or list of clinics

Resource Schedules to display clinic schedules

Appointment Schedule to display appointment schedules for a clinic and be
able to view a provider’s schedule for the day, week, or month
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e Request Management Queue to display a list of patients waiting for an
appointment or a consolidated list of a particular patient’s unfulfilled
appointment needs

e Ribbon Bar for a view that shows individual patient information after a
patient is selected (demographics, pending appointments, etc.), as well as
system functions like print, export, query tool and user preferences.

e VistA Account Requirements: VistA option CLINICAL SCHEDULING
PROCEDURE CALLS [SDECRPC] and VistA key SDECZMENU. Please
note, SDECZVIEW blocks all other SDEC keys the user may hold.

Administrator can perform all VS GUI Scheduler functions with the Task tab, with the
addition of two additional tabs:

e System Tab to add/delete privileged users from a prohibited clinic and setup
clinic groups.

e Reports Tab to view and export reports for clinic profile and user action audit
reports

e VistA Account Requirements: VistA option CLINICAL SCHEDULING
PROCEDURE CALLS [SDECRPC] and VistA keys SDECZMENU and
SDECZMGR. Please note, SDECZVIEW blocks all other SDEC keys the
user may hold.

3 Getting Started

This section provides a general walkthrough of the system from initiation through exit. The
logical arrangement of the information shall enable the user to understand the sequence and
flow of the system.

3.1 Logging On

VistA User Access and Verify codes are required to log on to the VS GUI. The user must
have VistA options and keys according to their role (listed above).

VA ldentification Cards, Personal Identity Verification (PIV)-enabled log in is the primary
method, but the user must have an active VistA account to access VS GUI, regardless of the
method used to log in.

VistA Scheduling Enhancements 6 March 2020
VS GUI User Guide



) Vith Scheduling RS

ERES
“a
M| Tes
Name: Patient Type: DOE: Time Scale Date Clinic Status Print
Gender: Street Address: City/State: 0-Mindte ~ Export &
Ward: Sue Connected: Se Percent: Refresh | ¥
View Mode Query ||, st
—_— NETY || preferences
Search: = |Search - Ciear Wieek -
Sefect Patient Actions || Asrangement Pending Appointments Special Needs/Preferences || Tools || Preferences

iﬁqummz | WAITTIME >=90D... = PTNAME T MRTC SSN SCVisit 7| TELEPHONE PRIORITY 7 | CID/PREFERRED DATE '/ ENTERED/RRNO DATE 7 REQUESTOR REQUEST |

. November - 2017 S

| Sun Mon Tue Wed Thu F Sat

o L VistA

s 6 7 s[@ w0 n Access/Verify

12 13 14 15 16 17 18 Codes are

i zo 2 2 5 » 5 available as a

% 27 2 2 N0 back up log in
method

CN=ERIN VANDERWALL IO -

PIV login is preferred,
Highlight the certificate that
contains “PIV Authentication”
and your name, then click OK.

Figure 1: User Login

Note: The main screen of the application informs users whether they are logged into
the test or production environment. The environment to which the user is logged in
will be displayed in the top right corner of the main screen page.
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Figure 2: Main Screen with Test Environment Displayed
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3.2 Two Factor Authentication Using PIV Cards

You will be prompted to access VS GUI using your PIV card and Personal Identification
Number (PIN). In order to do this, you must have taken the one-time action of linking
your PIV card to your Vista account. If you have already linked your account, you will
not need to do it again for VS GUI. However, if you move to a different station/VistA
instance, you will need to re-link to add your new VistA account to your PIV card.

If you have not already linked your account, you can do so by following this link
https://mobile.va.gov/sites/default/files/piv-linkage-process.pdf. If you experience any
issues or are unable to complete the linking/binding process, please contact the
Enterprise Service Desk at (855) 673-4357, Option 3, by email to
ESDOtherSupport@va.gov, or through the Your IT icon on your desktop.

Note: After selecting IAM Provisioning Service Link VistA to User you can tell if you’re
already linked or there is no link by looking at the Vista Instances.

1dS VA Provisioning Services (presectes)

Y QEVEAND VAW
My User Account Information
Network id wc
User Name | ——]
VAEmall Address —

User Account Request Information

* Uik Aecount oy ol
* Access Code

* VertyCode

Siomd | Cancel

1dS VA Provisioning Services

My User Account Information
Networ 14 s/
User Nome =
VAbnaiAdéress NI

User Account Request Information
* Uni Account oot § Yok »-..vu

* Access Code
+ Verty Code

Figure 3: Linking PIV to VistA Account

If you are not able to log in with your PIV for any reason, you will be able to bypass the
PIV logon on the log in pop up by inserting your Access code/Verify Code on the log in
pop up box, but it is expected that a security mandate will require you to use two factor
authentications in the future, so it is highly recommended that you link your account to

avoid access problems in the future.

If you have used your PIV card in another capacity (logged into your computer, for
instance) in the last few minutes, VS GUI may recognize that PIV activity, and
automatically take you into the application without re-entering your PIV PIN.
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Note: If the PIV authentication service itself is having problems authenticating, the user
may get an error, even if they select the correct certificate. These are usually widespread
outages affecting several applications. If the PIV service is going to be down for an
extended time, the national PIV will remove PIV completely, and the user will see a
message to use VistA login credentials. Either way, VistA credentials are the
contingency and can be used whether or not PIV authentication is working.

3.3 Return to Clinic Orders (RTC Orders)

A nationally developed Return To Clinic (RTC) order dialog was included in CPRS version
31A. This order allows VistA to transfer the national RTC orders to VS GUI as RTC
requests. This makes it easier to transfer a providers RTC order information seamlessly into
an appointment with minimal human error in data transfer. The national RTC order that is
entered by clinical staff in CPRS is processed in VS GUI by the resulting request. If the
appointment is made outside of VS GUI, the request will need to be dispositioned to
complete the request and the order.

3.4 Logging Off

To log off when you are finished scheduling appointments, click the close button (X) in the
upper right corner of the VS GUI or select Exit from the menu.

!Fa

TEST ERWIROMME
1y
& Taiks Syies gty

Harre: Paena Type: pos: S I | [ b

Figure 4: User Logoff

3.5 VS GUI Tabs
The VS GUI provides the following tabs:
e Tasks: Allows the scheduler to search for patient requests, view clinic
resources, and make appointments.

e System: Allows an administrator (with the SDECZMGR security key) to
add/delete privileged users from a prohibited clinic and set up clinic groups.

e Reports: Allows for various reports to be generated by users holding the
SDECZMGR security key.

ﬂ’ VistA Scheduling

Gender: Street Address:

Figure 5: VS GUI Tabs

VistA Scheduling Enhancements 9 March 2020
VS GUI User Guide



3.5.1 Tasks Tab
The Tasks tab Ribbon Bar includes the following sections:

e Select Patient: Search for and view information about a selected patient

e Actions: Allows the scheduler to initiate new APPT or Patient-Centered
Scheduling requests

e Arrangement: Time Scale (slot length) displayed. Use the Day, Week,
Month and Timeline buttons above the calendar itself to change the display.

e Pending Appointments: Date, clinic, and status of any pending
appointments, past appointments (365 days back), and future appointments
(1000 days forward) for the selected patient

e Special Needs/Preferences: Identified special needs and/or preferences for
the selected patient

e Tools: Options include print, export, refresh, and queries.
e Settings: Access to User Preferences.

The Tasks tab Resource area includes the following sections:

e Calendar to choose a desired appointment date and to search for and access
Clinic Schedules, Provider Schedules, and Clinic Groups

e Schedules: View single or multiple clinic schedules in one screen

Clinkc S<heacules

Figure 6: Tasks Tab Display

3.5.2 System Tab Action Areas
The System tab includes the following sections:
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e Resource Management: Scheduling Management allows for management
of privileged users within Prohibited and Clinic Groups as well as the creation
and management of clinic groups.

e Resource Schedules Availability allows for search of clinic, provider or
clinic group by name.

e Selected Clinic provides a quick view of the selected clinic’s Primary
Provider, Overbook Limit, Inactive Date, and Reactive Date.

I} vistA Scheduling

'A Primary Provider Mooz Inactive Date
Scheduling Availabdity Overbook Limit Reactive Date
Management
Resource Management Resource Schedules Selected Chnic

Figure 7: System Tab

3.5.3 Reports Tab Action Areas

The Reports tab allows for viewing and exporting of Audit Activity and Clinics setup
information. Please note: Audit Activity Report is now working. See details in 8.1

ﬂ' Wik Schedualing

151
1 11 Tasks System Reports

budit  Clinics
Acthrty

Reports

Figure 8: Reports Tab

3.6 Searching
The search feature enables a scheduler to:
¢ View and search clinic profiles to view appointments resources by clinic,
provider, or by clinic groups
e View and search patient requests by request type

e Sort the request queue by any column in ascending or descending order and
filter.
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e Sort results and save the search into various outputs, such as Microsoft Excel
or Adobe PDF and print to a network printer.

3.6.1 Search for Patient
1. Log into VS GUI.

2. From the Tasks tab, in the Search text box, type the search criteria for the
patient. Click Search, and then select the requested patient’s name. Click
Search/Choose patient from the resulting list.

3. Inthe Search field, the following options are available for searching for a
patient:

Last name,First name (no space between comma and first name)

Full Social Security Number (SSN)

First initial of the last name + last four of the SSN (ex. T0170)

Last four of SSN (0170)

Last name only (three-character minimum)

Spacebar + Search will bring the last patient used in VistA, CPRS or VS
GUI into the search drop down.

o O O O O O
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Figure 9: Patient Search

3.7 Filtering

Filtering can be accomplished in several areas of the VS GUI. Items that can be filtered are:

e Lists
e Time Period
e Facility

The following sections describe basic filtering.
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3.7.1 Filtering Lists

You can filter any column on the request grid to narrow the type of information that you
want to view.

1. Inthe request grid or pending appointments box, click any column that shows a
filter icon.

Select a filter option.

3. Please note: Return to Clinic (RTC) are a sub-type of APPT Requests, and will
be included if you check APPT.

Note: Filters often carry forward to other patients or activities. They do not automatically clear
as the user moves from patient to patient, since many times the filter function is being used to
work a list of open items and those filters should stay in place.

REQUEST Wpﬂ WAIT TIME Al Days = PT NAHJ
RECALL 5 Al H
RECALL APPT
EwL EWL )
RECALL RECALL
RECALL Show rows with value that
is equal to _
RECALL H
Match case
Resources And
Is equal to
Sun " 1
Match case
Flter Clear Fiter
10

Figure 10: Filtering Lists
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3.7.2 Paging Through Records
Filtered results are retrieved from the database and displayed in 25 row increments.

To view additional records, use the arrow key located below the list to page through the
records.

ot e o s ©

Figure 11: Paging Through Records
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3.7.3 Filtering by Facility or Clinic

1. To filter by facility or clinic, in the Clinic Schedules pane, type in the name of
the desired clinic (two-character minimum when searching by clinic name;
two-character minimum when searching by clinic abbreviation),

2. Click the name of the clinic from the list to view the desired clinic.

1 December - 2016

Sun  Mon Tue Wed Thu Fri Sat
a7 ’ 5 1] 20 1 ] 2

W5E CLINIC A

=] »

W5E CLINIC B

WSE CLINIC C

WSE CLINIC D

W5E CLINIC E =

V5E

Clinic 5chedules

Provider Schedules Clinic Groups =
Figure 12: Filtering by Facility/Clinic

3.7.4 Filtering by Time Period

1. To filter by time period, in the Resources pane, search for and select a desired
clinic.

2. From the calendar, select a month and day for viewing appointments.
Click the back and forward buttons to go to the previous or the next month.

Figure 13: Filtering by Time Period
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3.8 Sorting

You can sort the consolidated list of requests in the request grid in different ways to isolate
the information that you need to see.
3.8.1 Sorting by Column

You can sort the consolidated list of requests in ascending or descending order. The default
sort is by Priority Group, Service Connected priority, Preferred Appointment date, and Date
entered (Request date).

To sort by column:
1. Logonto VS GUI.

2. Click any of the column headers to change the sort order.

CID/PREFERRED DATE

11/17/2015
11/19/2015
11/20/2015
11/20/2015
11/26/2015

11/26/2015

Figure 14: Sorting by Column
3. Click on the column header again to return to the default sort order.

3.8.2 Sorting Pending Appointments by Column

You can sort the pending appointments of a patient by Date, Clinic and Status. Date sort is
the default and the non-cancelled appointment closest to today’s date is displayed.

To sort by column:
1. Logonto VS GUI,

2. Click the Date, Clinic or Status column header to change the sort order.

Date | Clinic | Status apf”

Jan 05, 2018@08:40  CHY PC DERMATOLOGY CAMCELLED BY PATIENT [=
Jan 08, 2018@09:20 | CHY PC DERMATOLOGY | CANCELLED BY PATIENT
Mar 02, 2018@08:00  VSE TEST CUNIC 1 FUTURE

Pending Appointments

Figure 15: Sorting Pending Appointments list by Column

VistA Scheduling Enhancements 17 March 2020
VS GUI User Guide



3.8.3 Print Pending Appointment List for a Patient
The VS GUI allows for print of the Pending Appointment List. Use the following procedure

to print.
Log on to VS GUI.

pending appointments for.

In the “Search” field, search for the name of the patient you wish to print

Right click in the Pending Appointments section. Select Print Pending from

the menu. Select desired printer, and then click Print.
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Figure 16: Print Pending

i} VistA Scheduling [o[®@ =]
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Figure 17: Select Desired Printer
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3.9 Printing and Exporting a Request Management Grid

3.9.1 Printing a Request Management Grid

The VS GUI also allows for printing of a Request Management Grid. Use the following
procedure to print a request grid.

Note: Only requests downloaded on the Request Management Grid will print.
1. On the Ribbon Bar, in the Tools section, select the Print option.

sl St burbe i Divvriacesy CHEVERR WAldC

Figure 18: Selecting the Print Option
2. Select the desired printer, and then click Print.

i Print =3
General |
Select Printer
?..—_i.],ﬂxdd Printer Eééll"-ﬂicrasnft)(PS Documen
=i Fax = 5end To OneMote 2010
HP Deskjet 30504 J611 series
1| 1] [ 3
Status: Cfline Preferences
Location:
Comment: Find Printer...
Page Range
o Al MNumber of copies: |1 3:
{ - ("
s — v
3 3
123 428
Pririt | Cancel | |

Figure 19: Selecting a Printer
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3.9.2 Exporting a Grid

The VS GUI also allows for exporting of a Request Management Grid in Microsoft Excel

format.
To export a schedule:

1. On the Ribbon Bar, in the Tools section, select the Export option.

oy
Fie rame: [ EEETIORE >
Save o8 by [Cacet fes (% v ~l

- ""'""‘l Save I Conced

PATIENT

Figure 20: Exporting a Grid

2. Inthe Save As dialog box, type a file name, select a file type, browse to the
location where you want to save the information, and then click Save.

3. Open the file and review the contents. All data displayed in the Request

Management Grid is saved.

Note: Only data that was loaded on screen at the time of export will be exported to

the file. Users may need to load more screens to see all the data.

3.10 Viewing
3.10.1 View Only Mode

A View Only mode is available for non-scheduling personnel. To provide this mode to a
user, you will need the option SDECRPC, and the SDECVIEW security key must be
assigned to the user. This mode allows users to view data in VS GUI, but no changes or edits
will be allowed. This key overrides other VS GUI keys and assigns the user to View Only of

the Task Tab.
Information available for viewing includes:

e All Pending Requests
e Previously scheduled appointments
e Clinic with appointments scheduled
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e Provider with appointments scheduled

e Clinic Group with appointments scheduled

e Patient demographics and special needs/preferences

e Expanded Entry to display appointment audit details such as create date/time
e Query Tool to display a custom list of open requests

3.10.2 Viewing Requests by Request Type

A Scheduler can view requests for Veteran Appointments (APPT) requests—Consults,
Procedure, Veteran, Patient-Centered Scheduling reminders, or EWL reminders. The default
view is for requests that are 90 days or older. Users can change the view for a particular
session or change the default view by changing their user preferences (refer to Section 4.7).

Requests display 25 records at a time. Additional requests can be viewed by going to the next
page.
To view requests by request type:

1. Logonto VS GUI

2. View the request grid. Consult, APPT, EWL, Procedure, and Patient-Centered
Scheduling requests that have a wait time of 90 days or more will appear in the
grid. The preferred date for the patient request type is shown in the Clinically
Indicated Date (CID)/Preferred Date column.

‘azqucsr'nvm WAIT TIME >=90 Days * | PT NAME

PROCEDURE Select Al 1]

" CONSULT
EWL
PROCEDURE

PROCEDURE
PROCEDURE

PROCEDURE

EWL ow rows with value that A
Is equal to -
EWL Al
<
Match case
Resources And . o
15 equal to
Sun  Mon
1 Match case
7 8
Filter Clear Filter

14 15

Figure 21: Request Type Column

3. Click the Request Type column to filter specific requests. Only request types
that are in the current request grid display in the filter tool.

a. Select EWL to view the Electronic Wait List requests.

b. Select APPT to view appointment requests (and RTC requests if the category does
not appear on its own.)
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c. Select RTC to view Return to Clinic requests (may be included in APPT for some
views including the query tool)

d. Select Patient-Centered Scheduling to view Patient-Centered Scheduling requests.
e. Select Procedure to view procedure requests.
f. Select Consult to view consultation requests.
g. Or you can use any combination of the above.

3.10.3 Viewing Requests by Patient
To view requests by patient:
1. LogontoVS GUI

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234),
Click Search, and then select the requested patient’s name.

iF YistA Scheduling

17—
(117

4 Tasks System Reports
Name: Patient Type: DOB: Time Scale
Gender: Street Address: City/State:
Ward: Svc Connected: Sc Percent: View Mode
Week
Search: TEST,CS U‘ Search Clear
TEST,CS 11/2{1973 423123456 MILITARY RETIREE

jgement

Figure 22: Select Patient

3. Inthe Request Type dialog box select either APPT or PATIENT-
CENTERED SCHEDULING, and then click OK or click Cancel to see the
existing open requests.

The patient’s pending requests are displayed in the Request Management Grid, 25 records at

a time. Booked appointments are displayed in the Pending Appointments window on the
Ribbon Bar of the Tasks tab.

L vetioemekeOmeeotwaawac ____________[mreom
| - Svem  tagor

Totst Flags +

Soat Addare ovsnaca

Figure 23: Patient Pending Requests and Booked Appointments
3.10.4 Schedule View

The buttons across the top of the calendar are the only working method to change the view
the schedule.
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The default schedule view displays the clinic schedule by week. but the view can be changed
to day or month view for ease of scheduling. To change the schedule view:

1. Logonto VS GUI.

2. Search and select a Clinic to open.

3. To change a view for a specific schedule, at the top of the Schedules section,
click the tab of your choice. The available views from the schedule include:

Day

Week

Month

o Timeline

See the week view display below.

“Recall” hat been renamed to "P0ScR” (Patient Certered Scheduling) a1

o O O

Movembar - 2017 o —
CHY PCENLOW

Sun Mem Tue Wed Tha Fr  Sat

el Provider Schedales |=.w|hbll)n @B uraailable [ avalable I Overbook [ ]Appoinmm EBnew [Jwakin @8Moshow [ Icheckin [)check 0wt

Figure 24: Changing View of a Specific Schedule

4 Ribbon Bar

The following section outlines the features available in the Ribbon Bar of Schedule Manager.

4.1 Patients Demographics

4.1.1 Finding a Patient
1. LogontoVS GULI

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

3. Select the requested patient’s name from the list.
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Search: | TEST |'| Search Clear

TEST.ELTONT 10/27/1932 101-81-7722 MNSC VETERARN ale
TEST.GARRETT JOHN 6/23/1947 569-65-0908 MS5C VETERAN vale
TEST,PATIENT ICN 1/1/1999 120-12-4574 MSC VETERARN vale
TEST.STERLING PAUL JR *SENSITIVE® *SENSITIVE* MSC VETERAN vale
TESTPATIENT,MY 3/14/1990 123-45-4321 MSC VETERARN vale
TESTPATIENT,VSE PATIENT  1/25/1944 101-74-4167 SC VETERAR dale

Figure 25: Search Patient

4.1.2 Viewing Patient Demographics in the Ribbon Bar

You can view basic patient demographic information in the Ribbon Bar; it provides a limited
amount of patient information, but you can choose to display more patient details. To view
patient demographics in the Ribbon Bar:

1. Logonto VS GUI,

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

View the patient demographics in the Ribbon Bar. The following patient demographics are
available:

e Name: Last name, First name

e Patient Type: VA patient type

e DOB: Date of birth in mm/dd/yyyy format

e Gender: Male (M) or female (F)

e Street Address: Patient’s street address

e City/State: Patient’s address city and state

e Ward: For inpatients, current ward location display

e Svc Connected: Is the patient service connected (YES or NO)

e SC Percent: Percent of service connected disability

e PCP: The patients Primary Care Provider

e MHP: The patients Mental Health Provider

e Phone: List the primary phone number of the patient
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11_. | Tasks | Systern Reports

Mame: Patient Type: DOB:

Gender: Street Address: City/State:

Ward: Svc Connected: Sc Percent:

PCP: MWHP: Phone:

Search: | |'| |Search || Clear

Select Patient

Figure 26: Patient Demographics in the Ribbon Bar

3. Click anywhere in the Select Patient section of the screen to view the Patient
Inquiry Detail screen. This allows for viewing of additional patient

information, including the p
applicable.

atients Primary Care team and provider, if

B Patient Inquiry Detail

WSE TWENTYFOUR: 789-45-6123

Residential Address:
STREET ADDRESS UNKNOWMN
UNK. CITY/STATE

County: UNSPECIFIED
Phone: UNSPECIFIED
Oiffice: UNSPECIFIED
E-mail: TE
Temporary Mailing Address:
123 TEMPORAR ADDRESS
ASHBURN,VA 20148
UNITED STATES
County: LOUDOUN (107)
Phone: 1232341234
From,/To: APR 21,2019-MAY 22,2019
Confidentia
NOT APPLI

POS: PERSIAN GULF WAR
Relig: WICCA

Permanent Mailing Address:

CHAMTILLY VA 20152
UMITED STATES

Bad Addr:

Confidential Mailing Address:

Emergency Response: HURRICAME KATRINA

Birth Sex: FEMALE

FEB 5,1982

100 MAIN

County: LOUDOUN (107)

Cell: 1232223444
ST.TEST@VA.GOV

MNONE ON FILE

Phane: NOT APPLICABLE
From,/To: NOT APPLICABLE

| Address Categories:

CABLE

Claim #: UNSPECIFIED

Race: WHITE Ethnicity: UNKNOWN BY PATIENT
Language Date/Time: NOV 6,2018@11:00

OK

Figure 27: Patient Inquiry Detail

4.1.3 Patient Eligibility Information
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When adding a new Patient-Centered Scheduling or APPT request, the Patient’s Eligibility
Information window displays along with the New Appointment dialog box. The user can
move the Patient’s Eligibility Information window around the screen, for convenience.
Changes to eligibility may take 5 to 20 minutes to show in VS GUI as there are task jobs
running to verify the change before it is fully posted to the patient’s file. Please refresh if
you know the patient had a recent change in eligibility.

The window includes:

e SC Percent
e Current Disabilities
e Primary and Secondary Eligibility Codes

Hf vista Scheduling

i Patient's Eligibility Tnformation:

an
1T | Tesk scpercent

Name: TEST | Mame 008 SsN
iR - ITzsicHlxsT:nz Is.mé.‘s |99u 65-4321 =
Ward: Patient, TEST, CHRISTINE, has no current disabilites. Gender I Cionet b 1GH RISK
w IFe"ﬁIE |u;m-: ONE |u1 06/2017 RGENT ~ AD
w LINICAL T
=) TEs Originating User Priority Group Ethnicity FECTIOUS
A | [MANAGER SYSTES - [Fiseantc or LaTn -
[ | | [rispanic or Ao =
Primary Eligibility Code: TRICARE Address City State  Zip Code
e _| THER PACI | |#65 HAMPTON WaY 5 CARLSBAD 92708 STEEYg
i Secondary Eligibility Codes: NATIAN OR & r:<r.hj| 65 HAMPTON WAY 5 | ARLSBAD o | [
Phone (residence) Phone (work)
jl—sssaseszmnx |—55545532541234
Bad Address? [ |Homeless < [T SvcRelated [T veteran -
Schedules ~ Special Needs/Preferences
" i, n NOTE: Ctrip to Edit the Patient Information { Special Needs / Preferences
sun  Mon Tue wed Thu Fi  sat PR e
T 2 3 4 s [&] 7 @ Clinic € Service/Specialty CID/Preferred Date: Appointment Type
8 9 W o1 12 1 14 || Enter aaee = -
5 18 17 18 19 W 2 Requested By Provider Status
2 m o2 B % W n [ El| B =
e Mutiple Appoinements Required |
€ 7 5 9 I v
Clinic Schedules < Comment
Select a Clinic @ l
Clinic Schedules oK Cancel
Provider Schedules Clinic Groups

Figure 28: Patient's Eligibility Information

When the New Appointment dialog box is closed, the Patient Eligibility Information
window closes automatically.

4.1.4 Updating Patient Demographics

Patient demographic information, such as ethnicity, race, address, state, ZIP code, country, or
phone numbers that were not defined during registration, can be updated at any time during
the process. Perform the following procedure to update patient demographic data.

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last

name. Click Search, and then select the requested patient’s name. Click
Search.
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3. Press CTRL+P to open the Patient Info screen. Alternatively, right click in the
patient demographics box or the patient preferences box.

Patient demographic information can now be displayed and edited at any point in the process.
Undefined patient demographic information displays in lists and text fields, on the Patient

Information window.

Note: Information that appears dimmed cannot be edited.

T - <]

Patient Iedarmation

HKame D8 S5H

Gender Frionty Growp Hasital Status

| | SEPARATED :J

Religion Race

|'_|'ntr||:r.*.'|1. NGO PREFEREMCE ﬂ T~ AMERICAN INDIAN O ALASKA RATIVE -
[ astam

Ethinigity [T BLACK OR AFRICAM AMERICAN
[T DECLINED TO ANSWER

| ROT HISPANIC Of LATING j [T NATIVE MAWAIIAN OR OTHER PACIFIC ISLANDER |
— T

~ Permasent Address
w Temporary Address

w  Nest of Kin
Special Heeds/Preferences

[+ Language Preference

[+ Cn Stretcher

Remarks:

Time of Day
[ Gender Specific Brovider [ Heanng Impained = AMOnly  PM Only % Both
I= Keeds Escort Diay of Week
I+ Maonday I Tuesday [+ Wedrnesday
IT Special Mode of Transgoriabon I Tharsdey F Friday
ROME
Ok, Canced

Figure 29: Patient Information Dialog

4. Click OK to update patient demographics. At this point, the updated

information displays in the Ribbon Bar.

5. Click Cancel to go back to the all patients view.

Note: If the patient is being edited in VistA Register a Patient or Load/Edit Patient
Data and the user attempts to save edits made to the Patient Info data, a “Patient is
being edited” warning message will appear and the user must click OK and Cancel to
get out of the Patient Info screen until the VistA Register a Patient or Load/Edit
Patient Data option is exited.
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Zip | Save Patient Error @ City
[ ELM RIDX
Patient is being edited. Patient €

(278) 73t

Patient W

Figure 30: Patient is Being Edited Warning Pop-up
4.1.5 Editing Permanent Address

The Permanent address for a patient can be edited.

1. Point to the Patient Info screen, which is available at any point via the RM
Grid.

2. Press CTRL + P to view the patient’s information.
A user can update the patient’s address Line 1 and 2, Zip Code, and Phone Numbers.

e Zip Code — five or nine digits (when entered, the system provides choices for
Cities that match that zip code and based on that, automatically completes the
State and County fields).

e For Phone numbers, VS GUI automatically formats the Patient Work Phone to
(xxx) xxx-xxxx if 10 digits are entered. If more than 10 digits are entered, it
auto formats to X-XXX-XXX-XXXX X....

Only characters (,), +, -, and X (Except Cell and Pager) are allowed in the
Phone Numbers.

3. Click OK when complete to save the information.
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Patigrd Iedormation

Hame Doa S5H

Gender Prionty Growg Harital Status

| = I 3 |hLF'.I-R.-l.'ILL) _vJ

Religion Race

|'_l'ir:rio‘.~.'u,- NO PREFERENCE j F mm INDIAN OR ALASKA HATIVE -
e

Ethnigity [T BLACK OR AFRICAM AMERICAN
[T DECLINED T ANSWER

| HOT HISPANIC OR LATING j [T MATIVE MAWATIAN GR OTHER PACTIFIC ISLAMDER =
— e e ma————

= Parmament Address
w Temporary Address

~ Nest of Kin

Spacisl Needs/Preferences
Tirne of Day

¥ Gender Speafic Brovider [ Heanng Impared  AMOnly " PM Only (% Bath

¥ Language Preference I+ Meeds Escort Day of Week
¥ Honday I~ Tuesday [ Wednesday

[~ On Stretcher I Special Mode of Transporiaton " Thasdey = Fridey

Remarks: [ jonE

i Cancel

Figure 31: Patient Info Dialog—Permanent Address
Note: Areas highlighted in gray cannot be edited.

4.1.6 Adding a Temporary Address
A temporary address can be entered for a patient.
1. Point to the Patient Info screen.
2. Press CTRL + P, which is available at any point in the RM Grid.
Note: The Address Active Box should be checked with a Start Date and End Date

A user can update the patient’s address Lines 1 — 2 and Zip Code. Zip Code can be five or
nine digits (when entered, the system provides choices for Cities that match that zip code and
based on that, automatically completes the State and County fields).

3. Click OK when complete to save the information.
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2| Patient Info EI@

Patient Information

Name DOB SSN

TEST,CHRISTINE 5/25/1976 765-12-3423

Gender Priority Group Marital Status

Female MARRIED -
Religion Race
[cao pa | @ asian

[E] AMERICAN INDIAM OR ALASKA NATIVE

Ethnicity
[NOT HISPANIC OR LATING - | E BL_AC_K OR AFRICAN AMERICAN .
~ | Permanent Address
i~ | Temporary Address
Temporary Address
Start Date End Date
Address Active ?
12/20/2016 B|| Enter date &
Addresss Line 1
Addresss Line 2
Country Zip Code City
United States - -
State County Phone -

oK Cancel

Figure 32: Patient Info Dialog — Temporary Address
Note: Areas highlighted in gray cannot be edited.

4.1.7 Bad Address

A patient’s address may be incorrect (e.g., mail has been returned as undeliverable, or if the
patient is homeless). If you learn that a patient’s address is incorrect, you must indicate that
information on the patient’s record so notices are no longer sent. The incorrect address can be
indicated while updating the patient’s address information in the Patient Info dialog.

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the

patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

5P VistA Scheduling

3
(SLL D)
= Tasks System Reports

Name: Patient Type: DOB: Tane Scale
Gender: Street Address: City/State:
Ward: Svc Connected: Sc Percent: View Mode
Week
Search: TEST,CS m Search Clear
TEST,CS 11/2/1973 423123456 MILITARY RETIREE Female jgement

Figure 33: Select Patient
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3. Press CTRL + P to open the Patient Information dialog screen. Confirm that
the patient’s address information is incorrect or missing, and then click to
check the Bad Address check box.
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Figure 34: Appointment Request Dialog—Bad Address Selection

4. Choose the reason for the bad address:

Undeliverable

ISR

Homeless
Other

o o

Address Not Found

5. Click OK.

Note: If a scheduler later obtains a correct address and updates the patient’s record,
the scheduler must ensure that the bad address flag is REMOVED manually. If the
bad address remains, mail will not resume being sent to the patient.

4.2 Actions

4.2.1 New Request

After searching for and accessing a specified patient’s demographics and associated pending
appointments, the Actions pane allows you to create a new request for the patient. For
example, creating a Patient-Centered Scheduling request as a follow-up to an appointment
request or creating a new appointment request after looking at only patient information.

To start a new request for an already selected patient:

1. Patient demographics and pending appointments appear in the Ribbon Bar. In

the Actions pane, select New Request.
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8t Vista Scheduling
» “"’q‘, *

= 4 Tasks System Reports

Name: TEST,INPATIENT A Patient Type: SC VETERAN DOB: 9/1/1945 New Req.
Gender: M Street Address: 200 ST ELENA ST City/State: FOUNTAIN VALLEY,CA
Ward: GENERAL Svc Connected:  YES Sc Percent: 50
Search: | TEST,INPATIENT A | | Search Clear
e IS Actions

Figure 35: Actions Pane
The Request Type dialog box opens.

" | Request Type [t
What type of request is nesded?

& APPT

Ptl5ch

oK Cancel

Figure 36: Request Type — APPT
2. Click the Request Type, and then click OK.

4.3 Pending Appointment Window

The Pending Appointment Window displays a patient’s existing appointments. The
appointment view defaults to the current date. The Scheduler can utilize the scroll bar to the
right to scroll up to view appointments 365 days in the past. Or, the Scheduler can utilize the
scroll bar to scroll down to view appointments 1000 days in the future.

Selecting an appointment from the Pending Appointment window in the Ribbon Bar opens
the Clinic Schedule Grid. When you select a past appointment, the clinic schedule defaults to
the appointment’s date.

Right click on an existing appointment in the Pending Appointments box; this will display all
of the relevant appointment activities: Edit, View, or Cancel Appointment, Check In Patient,
Mark as No Show, Expand Entry, and Print Pending.
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Figure 37: Pending Appointments - Right Click Options

Selecting Expand Entry will show the audit history of that appointment’s creation, check in,
etc.
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Figure 38: Pending Appointment Window — Past Appointment Date

The clinic schedule defaults to the current date (today’s date) when you select an
appointment dated “today” or less than three days in the future.
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Figure 39: Pending Appointment Window — Current less than Three Days in
Future

The clinic schedule defaults to -/+ three days of the appointment date for future dates.
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Figure 40: Pending Appointment Window — Future Appointment Dates
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4.4 Special Needs/Preferences

4.4.1 Adding/Removing Special Needs/Preferences from Requests

Patients visiting the VA may require additional assistance when they arrive for their visit.
Some of these special needs/preferences may include issues with hearing, how they are
arriving at the VA, Day of the Week or Time of the Day, etc.

To add Special Needs/Preferences to an appointment request:
1. LogontoVS GUI

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last

name. Click Search, and then select the requested patient’s name. Click
Search.

Press CTRL + P to open the Patient Info dialog box.

Select the patient’s special needs from the Special Needs/Preferences section
of the Patient Info dialog box.

5. Add additional information regarding patient’s Special Needs/Preferences
selections in the Remarks field.
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Figure 41: Patient Info Dialog — Special Needs/Preferences Section
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6. Click OK. The Special Needs/Preferences entered display in the Ribbon Bar.

B vista Scheduling
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Figure 42: Ribbon Bar — Special Needs/Preferences

4.5 Patient Flags

PRFs are used to alert VHA medical staff and employees of patients whose behavior and
characteristics may pose a threat either to their safety, the safety of other patients, or
compromise the delivery of quality health care. PRF assignments are displayed during the
patient look-up process. Each PRF includes a narrative that describes the reason for the flag
and may include some suggested actions for users to take when they encounter the patient.

When a patient’s record is flagged, a message window opens with an appropriate action
recommended.
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Figure 43: Patient Record Flags Dialog
1. Select an appropriate action.

2. To continue processing the appointment, click Continue; otherwise, click
Cancel.

Once processing has continued, the PRF continues to show on the Ribbon Bar. If the
user clicks on PRF in the flag box in the ribbon bar, the pop-up box containing flag
details will return.
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Figure 44: Patient Record Flags
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Refer to Section 3.8.3 for details on printing the pending appointments list for a patient.

Refer to Section 3.9.1 for details on using the Print functionality in the Tools Pane via a
network printer. If you are printing a patient letter using this method, the address will print
too high on the page to fit into a windowed envelope.

Refer to Section 6.1.1 for details on printing using an active VistA print device. This
method is vastly preferred as it places the address into the correct spot for windowed
envelopes and allows schedulers to print to their office printer, centralized printers or other
bulk mail devices that are used in VistA for processing outgoing mail.

4.6.2 Export

Refer to Section 3.9.2 for details on exporting the request grid.
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4.6.3 Refresh

After checking a patient’s pending appointments or checking availability for a clinic, you
may want to reset the GUI back to the default view from when you first logon to the GUI,
clearing all text entered in any fields.

1. Torefresh the GUI, go to the Tools pane.
2. Click Refresh. The GUI resets to its default logon view.

Print
Export

Tools

Figure 45: Refresh Button in Tools Pane

4.6.4 Query

In order to sift through patient data and only view data of a specific type, the Query tool can
be utilized to show only data matching specific criteria. Once the query has been performed,
only records matching the query criteria appear in the request grid.

e Patients are in Group A and can be used independently or in conjunction with other
search criteria.

e Request Type + Clinic/Services are in Group B. This group can be used
independently or in conjunction with other search criteria.

e Priority, Wait Time, SC Visit, Service Connected, Origination Date, CID/Preferred
Date and Urgency are in Group C. This group must be combined with other search
criteria from either Group A, Group B, or Group A and B to satisfy the Query Tool
business rules.

To perform a query:
1. LogontoVS GUI
2. Select Query from the Tools pane. The Request Query window displays.
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M Request Query [ ]

Patient: Find
() The search criteria in this group can be used by themselves, or in conjuntion with other search criteria.
@ The search riteria in this group can be used by themselves, or in conjuntion with other search criteria. All criteria in this group MUST be used.
@ When using any search criteria in this group the search criteria in either group @ or group @ must be used as well.
|
Query
| Patients Request Type v Clinics / Services Priority Group Y waitTime Origination Date CID/Preferred Date
I [ wart TIME >=90 Days |
scvisit?
BOTH - Urgency
fagglicabla to Consult requests only)
Service Connected?
BOTH |
|
Default Sort order is by Priority Group, CID/Preferred Date, and Origination Date. Change Sort: | Default -/ Clear Submit Close

Figure 46: Request Query

3. Click Submit. If the search criteria rules are not satisfied, a Query Rule
Validation dialog box displays.

7 _ﬂ%‘_ﬂ“ﬂw‘ﬂ_’\
Query Rule Validation 4 | X

u" 0 1 Incomplete search criteria selected. Please review the search criteria
QW rules at the top of the window.

OK |

~ o

Figure 47: Query Rule Validation

Once all search criteria have been selected and the results have been returned, a Request
Query Confirmation dialog box displays the number of records found that satisfied the

search criteria.

The current query produced 2 records.
Do you wish to continue?

oK Cancel

= -1

Figure 48: Request Query Rule Confirmation
4. Click OK to display the Query results in the Request Management Grid.
5. Click Cancel to remove search criteria and start a new search.
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Note: RTC requests are a subtype of Appointment Requests. Choose APPT to see
both APPT and RTC requests. In addition, the query tool will only return the first
200 entries found in the search. The user will be asked if they want to continue and
view the first 200 or go back to limit the search. Once the list displays, page forward
until the user reaches the end of the list to sort/filter on the entire list. The query tool
will retain the search criteria of the last search in a user’s session to aid the user while
they work a list of open requests.

4.7 Settings — User Preferences

Users may now set their own column preferences within a session or as their default view.
From the far right of the Ribbon Bar, select the User Preferences setting icon.
The current column order is:

Request Type;

Wait Time; (Wait time calculated from Create date to today)

Patient (PT) Name;

Multiple Return To Clinic (MRTC);

SSN;

SC Visit;

Telephone;

Priority;

CID/PreferredDate;

Entered/RR No Date;

Requestor;

Requested By;

Clinic/Service; and

Comment

Note: Users can drag and drop columns to reorder them. Save as default and accept to save
the order from session to session. Reordered columns do NOT have any effect on log in
times and are highly encouraged as Clinic/Service and CID/Preferred Date are far to the right
in the default order.
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Figure 49: Settings — User Preferences

Filters on the following fields are also available:

Request Time

Wait Time

CID/Preferred Date

Clinic/Service

SC Visit

Priority

Entered/RR (Recall Reminder) No Date

Note: Adding filters to user preferences is highly discouraged at this time. If the user

restricts their log in with filters, and the system cannot find any open requests, the log in will
take an excessive amount of time. If a user experiences long log in times, clear all

preferences.

To save your user preferences:

1. Select the sort order or filters to display.

To save the selections as your default view, select “Save as Default View” on the
bottom right. If you do not select “Save as Default View,” your selections will only
be applicable to your current session.

2. Click OK to save.

Note: If you filter the requests to view only Consult requests you will not see the
PtCSch requests unless you unfilter the preferences.

The User Preferences Settings icon is highlighted in green indicates the user
preferences are stored.
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To remove any existing user preferences for the user’s default view:
1. Click the User Preferences icon.

2. In the User Preferences window, click Clear, Save as Default View, then click
OK to save.

The User Preferences Settings icon will now display without the green highlight when
no user preferences have been stored.

User Preferences =]

c‘ Select sort order:

Column Filter

REQUEST TYPE

WAIT TIME

PT NAME

MRTC

85N

SCVISIT

TELEPHONE

PRIORITY
CID/PREFERRED DATE
] ENTERED/RR NO DATE
REQUESTOR

I REQUESTED BY
CLNIC/SERVICE

COMMENT

OK Cancel Clear Save as Default View

Figure 50: Settings — Save as Default View

5 Request Management

5.1 Request Management Procedures

5.1.1 Viewing a Patient’s Existing Requests
1. Logonto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

3. Click Search.
4. Select the requested patient’s name from the list.

In the Request Management grid, view the existing requests for the selected
patient.

5. Click a Request Type entry and the Prerequisites screen opens. Prerequisites
are for RTCs only and the Prerequisite box will open if there is a
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Figure 51: Prerequisite Screen

o The Prerequisite screen will remain open while the user is on the Request
Management Grid.

o If switching to a Request Type with no Prerequisites, then the Prerequisite
screen will go away.

5.1.2 Adding Appointment Request

1. To submit an appointment request, from the Tasks tab search for the patient
using the Search field.

2. Click New Req. in the Actions pane to get the Request Type box.

2P vistA Scheduling
113
ay

Tasks System Reports
Name: TEST,INPATIENT A Patient Type: SC VETERAN DOB: 9/1/1945 New Req.
Gender: M Street Address: 900 ST ELENA ST Gity/State: FOUNTAIN VALLEY,CA
Ward: GENERAL Svc Connected:  YES Sc Percent: 50
Search: | TEST,INPATIENT A - | search | Cear
Select Patient Actions

Figure 52: Actions Pane—New Req. Selection

3. Select APPT in the Request Type dialog box.
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8] 4 Cancel

Figure 53: Request Type - APPT

In the Appointment Request dialog box, confirm Patient Information details.

In the Appointment Request dialog box, complete the Request Information
section.

6. Click the Clinic or Service/Specialty button. For Clinic, enter clinic name
(minimum of two characters) or Clinic abbreviation. For Service/Specialty
enter service or specialty (minimum of two characters required).

7. Enter CID/Preferred Date for the preferred appointment/Patient-Centered
Scheduling date. Enter date directly or select date from Calendar control
option. CID/Preferred Date can be past, current, or future.

8. Select Appointment Type if not defaulted by patient eligibility and clinic
selection then choose from the list.

9. In Requested By, select either Provider or Patient.

If Provider is selected, then enter the provider name (three-character minimum for
the list to populate) and select from the list.

Note: If the Patient was selected from Requested By, then the Provider field appears
dimmed and cannot be edited.

o Status is automatically populated.
a. Established — The patient has been seen at that stop code in the past 24 months.
b. New — The patient has not been seen at that stop code in the past 24 months.

Refer to Section 6.4.2 for additional instructions regarding Multiple Appointments Required
check box options.

Request Information
& Clinic  Service/Spedalty CID/Preferred Date: Appointment Type

| 5 ] g
| g e 3

Multiple Appointments Required "

v

Figure 54: Appointment Request Dialog — Request Information Section
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If needed, users can view existing special needs and preferences in the middle section
drop down box. If changes are needed, the user can call the edit special needs and
preferences box by CTRL + P, complete the Special Needs/ Preference section. The
Remarks field is available to add clarifying information regarding selections made.
Selected Special Needs/Preferences and Remarks display in the Ribbon Bar.

Note: Text can be added in the Remarks field up to 80 characters to add information

regarding the Appointment Request. Text displays in the Request Management Grid
under the Comment column.

10. Click OK.

Updated demographics display in ribbon bar. The APPT Request appears on the

Request Management grid. The Clinic Schedule Grid opens for the clinic specified in
the request.

Note: APPT Requests with Comments are flagged with a red arrow in the Request
Management Grid.
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Figure 55: Special Needs/Preferences Section from Patient Info Dialog
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Figure 56: Appointment Request Dialog

5.1.3 Viewing/Editing Appointment Request

If a request (APPT, EWL, Veteran) needs to be reviewed or modified before being booked,
you can View/Edit the request in the Request Grid:

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and the last four of the Social Security
Number (SSN) (e.g. S1234), or any other search method such as full SSN, or at
least three characters of last name. Click Search, and then select the requested
patient’s name. Click Search.

3. Select the requested patient’s name from the list.

Note: When the Spacebar + Search is used, the Ribbon Bar and Request
Management Grid adjust to that selected patient.

4. In the Request Management grid, right-click the applicable APPT request.
5. Select APPT/VETERAN Disposition option.
The following options appear for selection:
o View Request
Edit Request
Transfer to EWL — refer to Section 5.1.5 for instructions
Death
Removed/Non-VA Care
Removed/Scheduled-Assigned
Removed/VA Contract Care
Removed/No longer Necessary

© O 0O O O O O
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o Entered in Error

6. Select View Request. The Appointment Request dialog box opens with
everything dimmed as the dialog box is Read-Only.

Patient Information
Name
TEST,CHRISTINE
Gender
Female
Originating User
KRON,CAROLYN S
Race
ASIAN
Country

United States

Bad Address?

Special Needs/Preferences

Gender Specific Provider

Language Preference

On Stretcher

Remarks:

Request Information
Clinic
CHY EMERGENCY ROOM
Requested By
PATIENT

v

Service/Specialty

Multiple Appointments Required

X Appointment Request for TEST, CHRISTINE

DOB

5/25/1976
Institution
CHEYENNE VAMC

Priority Group

Address
12345 STREET NAME HERE
Phone (residence)

009-123-1234

Hearing Impairad

MNeeds Escort

Special Mode of Transportation

TEST OF NEW VERSION

CID/Preferred Date:

Provider

55N
765-12-3423
Originating Date
11/03/2016
Ethnicity

NOT HISPANIC OR LATINO

City State Zip Code
LOMA LINDA CA 92354
Phone (work)
(626)675-4567 X3434
Svc Related Veteran
Time of Day
AM Only PM Only Both
Day of Week
Monday Tuesday Wednesday
Thursday Friday

NOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences

Appointment Type

Status
NEW

QK Cancel

Figure 57: View Request (Read Only)

7. Click OK.

You return to the Request Management Grid.
8. Right-click the applicable APPT request.
9. Select the APPT/VETERAN Disposition option.

The following options appear for selection:

o View Request

o Edit Request
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Death

Removed/Non-VA Care
Removed/Scheduled-Assigned
Removed/VA Contract Care
Removed/No longer Necessary
Entered in Error

10. Select Edit Request.

© O 0 O 0 O O

Transfer to EWL. Refer to Section 5.1.5 for instructions

The Appointment Request and Patient’s Eligibility Information dialog display.

Fatset, TEST,CHRESTINE, hurs v cLment disaiitns. Gander

Primary Elgbiity Code: TRICARE
Sansadary Ebgilty Cades:

mmmmm

|||||
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Figure 58
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Country Phone (resdenc) Phore (werk])
Bad Addrem? [F " 'I ™ Swe Rebated [ | 4
~ Special Nedy Preferences.
ROTE: Cirp to Bt the Petsent Information | Soecal Meeds | Prefersnces
Pagueet Iaformaton
= Cimig  SarvceSpecialty IO Praferred Duate: Agpaurtmars Type
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Comment

: Edit Request (Request Information Only)

The editable fields are Clinic/Service Specialty; Appointment Type; Requested By;
Provider, and Comments. The CID/Preferred Date CANNOT be edited.

11. Click OK.

The request returns to the Request Management Grid with the updated information

listed.

Note: If you change the request for a Clinic to a Service/Specialty request, the
Appointment Type field can then be edited. Also, changes to the APPT Request are
tracked by the system in the SDEC APPT REQUEST file.

5.1.4 Disposition or Removing an Appointment Request

If an APPT request is no longer needed, the Scheduler can remove it from the Request Grid

following the steps below.
1. LogontoVS
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2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

Click Search.
Select the requested patient’s name from the list.

a >~ w

In the Request Management grid, right-click the applicable APPT request.
6. Select APPT/VETERAN Disposition option.
The following options appear for selection:

Transfer to EWL. Refer to Section 5.1.5 for instructions
Death

Removed/Non-VA Care

Removed/Scheduled-Assigned

Removed/VA Contract Care

Removed/No longer Necessary

Entered in Error

o O O O O O O

: _ —
APPT/VETERAN Disposition » Transfer to EWL
APPY EWL Dispesition Death
APPT Removed/Non-VA Care
" Contact Options » R USchadded Aadoned
. . emoved/Scheduled-Assigne
Right clickin APPT ] .
1 Request Removed/VA Contract Care
¥ RemovedfNo Longer Necessary

Entered in Error

Figure 59: APPT/Veteran Disposition Options

7. Select the applicable APPT Disposition option. APPT Request is removed
from Request Management Grid.

5.1.5 Transfer to EWL Request for a Patient

If an appointment cannot be scheduled because of limitations, the patient is put on an EWL
for future scheduling. Use the following procedures to transfer an APPT Request to an EWL
Request.

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.
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3. Inthe Request Type dialog box, click Cancel.

In the Request Management grid, view the open APPT Requests for the
patient.

5. Select the APPT request that needs transferred to EWL.
Right-click the APPT request and select APPT/VETERAN Disposition.

7. Inthe APPT/VETERAN Disposition options, select TRANSFER TO EWL.
The EWL Request dialog box displays.
Note: The Transfer to EWL option is not available for MRTC appointments
nor is it available for users who do not have the SDWL MENU Security Key.

Confirm Clinic is the default in the dialog box. If not, search for and select the
appropriate Wait List Clinic by name. Searching by clinic abbreviation is not
supported in the EWL Request dialog.

Note: Clinic or Service (stop code) does not default if it is not activated as Wait List
Clinics in SD Wait List Parameter (File #409.32).

CID/Preferred date and Status are not editable.

Appointment Type is the default from APPT Request Clinic. If a patient is a Veteran
and the Service Related box is checked, the Appointment type defaults to Service
Connected. Also, if the Service-Connected disability is greater than or equal to 50%,
the Appointment type defaults to Service Connected. This puts the EWL request in a
higher priority than other EWL requests.

Requested By and Provider are populated from the original APPT request but are
editable.

Enter Comments as appropriate.
8. Click OK.

The request grid shows requests of the selected patient. The newly added request is
selected. The calendar defaults to the desired date and shows the clinic schedules.
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Figure 60: EWL Request Dialog

5.1.6 Disposition or Removing a Patient from the EWL

If a patient is on the EWL for an appointment or a consult, and information is received that
the patient no longer needs the appointment, the EWL request can be removed and will no
longer appear in the Request Management Grid.

To disposition or remove the EWL Request:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name. The patient
must have an existing EWL request.

3. Inthe request grid, right-click the desired EWL request and select the EWL
Disposition.
The following EWL Disposition options are available for selection:
Death
Removed/Non-VA Care
Removed/Scheduled-Assigned
Removed/VA Contract Care
Removed/No longer Necessary
Entered in Error
o Transferred

The EWL Request is removed from the Request Management Grid and the next APPT
Request is moved up and highlighted.

©c O O O O
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5.1.7 Adding Patient-Centered Scheduling Request
To add a new Patient-Centered Scheduling request for a patient:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

Click the New Req button in the Actions pane.

In the Request Type dialog box, select PATIENT-CENTERED
SCHEDULING (PtSch) and click OK.

7 | Request Type = @
What type of request is needed?
APPT '
@PtCSch
OK Cancel

Figure 61: Request Type—-PATIENT-CENTERED SCHEDULING

5. Enter a Patient-Centered Scheduling Date. Enter the date the provider
requested.

6. Enter a Patient-Centered Scheduling Date (per patient). Enter the date the
patient prefers.

7. Enter a Patient-Centered Scheduling Appt Type.

o Follow up
o Consultation
o Routine
o Evaluation
Note: These types are defined locally and may not include those listed.
Check the box for Fasting if the patient needs to fast for the appointment.

8. Enter the Length of the Appointment.

9. Select Clinic (the Clinic can be searched by Clinic Name with 2-character
minimum or by the Clinic’s abbreviation with a 2-character minimum).

Note: The Clinic does not appear for selection if the Patient-Centered Scheduling
Reminders Letter is not defined for the clinic.

10. Select Patient-Centered Scheduling Provider (3-character minimum).

11. Enter a Comment.
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12. Press Ctrl + P to view the Special Needs/Preferences window for the Patient
Info dialog box and add or edit preferences as appropriate.

13. Click OK.
The request grid shows requests of the selected patient. The newly added request is

selected. The calendar defaults to the desired date and the selected clinic and defaults
and shows the clinic schedules.

View the Special Needs/Preferences window in the ribbon bar to confirm it is
updated.

Tasks | System  Reports

Mame: VSETEST ONE Patient Type:  NSC VETERAN DOB: 9/7/1985

NewRed. | Time Scale Date Clinic Status + | [LanGuaGE PREFERENCE Print
S0ia , o MORNING
Gen . City/Stal - JUN 02, 2017@1200 CHY PCCOYLE  NO ACTION TAKEN
eeeee oo cose 0 B Eeilieil el o :
e { REMARKS: Refresh
Werd Sve Sc Pe quest for VSE TEST ONE == SPANISE " -
nformation . Query || p,
Search: | VSETEST ONE -] |se op =
Select Patient e SToNE T Special Needs/Preferences || Mobile Requests||_Tools || P
REQUEST TYPE 7 | WAIT TIME All Days - | PTNAME EamiEr IS Az MRTC TELEPHONE | PRIORITY [ CID/PREFERRE(
| Male CHEYENNE VAMC
i Priority Group
O NM
Rac State  Zip Code:
Page |1 o1
ASIAN oer
c June - 2017 | Schedules -
i

Sun Mon Tue Wed Thu Fi  Sat

12

4 5 8 8 g 0 Bad Address?
u 2]z 14 15 16 W

w1 0 2 22 3 v Special Needs/Preferences

) NOTE: Ctrl-p to Edit the P / Special Needs / Preferen
A PCSch Information

PHCSch Date® B P{CSch Date (Per Patient]: | Enter dote L

PHCSch Appt. Type: v‘ Fasting: Length of Appt:

Ciiic + PICSch Provider
‘Comment:
OK Cancel
Cinme Schaduied Provider Schecules - || |Availebilit: @ Unavailable (JAvailable ([ Overbook | [appointments:  @@New [Jwakin EEINoShow [ Jcheckin [)Check Out

Figure 62: Patient-Centered Scheduling APPT Request Dialog

5.1.8 Viewing/Editing Patient-Centered Scheduling Request

If a Patient-Centered Scheduling request needs to be reviewed or modified before being
booked, you can View/Edit the request in the Request Grid using the following steps:

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

Note: When Spacebar + Search are used, the Ribbon Bar and Request Management
grid adjust to that selected patient.

3. In the Request Management grid, right-click the applicable Patient-Centered
Scheduling request.

4. Select the Patient-Centered Scheduling Disposition option.
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The following options appear for selection:

o View Request
o Edit Request
o Failure to respond
o Moved
o Deceased
o Doesn’t want VA services
o Received care at another VA
o Other
pree
. : : t ’
Contact Attempts ‘Recall” has been re
PICSch O‘me ol | View Request | )
P Sat . Edit Request
3 6 Fadure 10 respond
z 8 -
2% s Deceased
Doesn't want VA services
- L Recewved care 3t another VA

Other

Figure 63: Patient-Centered Scheduling Disposition Dialog

5. Select View Request. The Patient-Centered Scheduling Request dialog box
appears with the contents dimmed as the dialog box is Read-Only.
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& Appointment Request for VSE, TEST ONE (23]

Fatient Intormation
MName DOB SSN
VSE TEST ONE 0/7/1985 225-68-1111
Gender Institution Originating Date
Male CHEVEMME VAMC 06,/12/2017
Criginating User Priority Group Ethnicity
HOLLINGSWORTH, KAREN M HISPANIC CR LATINO
Race Address City State Zip Code
ASIAN 1234 SUMSHINE AVE HUNTINGTM BCH CA 02647
Country Phone (residence) Phone (work)
United States (423) B87-6543 (423) 926-1171 3

Bad Address?

~ | Special Needs/Preferences
NOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences

PtCSch Information
PtCSch Date* B | PtCSch Date (Per Patient): | Enter dofe ]
PtCSch Appt. Type® - | Fasting: [C] Length of Appt:
Clinic: » PtCSch Provider -
Comment: -
Ok Cancel

Figure 64: Patient-Centered Scheduling Appointment View Request Dialog

6. Click OK. You return to the Request Management Grid.
7. Right-click the applicable Patient-Centered Scheduling request.
8. Select Patient-Centered Scheduling Disposition.

The following options appear for selection:

View Request

Edit Request

Failure to respond

Moved

Deceased

Doesn’t want VA services

Received care at another VA
Other

9. Select Edit Request. The Patient-Centered Scheduling Request dialog
displays.

o O 0O 0O 0O 0O O ©
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Figure 65: Patient-Centered Scheduling Disposition Dialog

5| Appointment Request for VSE, TEST ONE @

Name DOB SSN :
WVSETEST ONE 9/7/1985 225-68-1111 [
Gender Institution COriginating Date

Male CHEYENMNE VAMC 06/12/2017

Originating User Priority Group Ethnicity

HOLLINGSWORTH, KAREN M HISPANIC CR LATING

Race Address City State  Zip Code
ASIAN 1234 SUNSHIME AVE HUNTINGTN BCH CA 92647
Country Phone (residence) Phone (work)

United States (423) 087-6543 (423) 926-1171

Bad Address?
v ) Special Meeds/Preferences
MNOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences

PtCSch Information

PtCSch Dater® | 3/6/2018 |ﬂ| PtCSch Date (Per Patient): | 3/6/2018 |ﬂ|
PtCSch Appt. Type™ [Semi-Ann ual Exam v] Fasting: [C] Length of Appt: 30

Clinic: CHY PC ENLOW ~ PtCSch Provider | SifITH JANICE v

Comment; 6 MO F/U NO LAB |

|-ok | | cancel |

Figure 66: Patient-Centered Scheduling Appointment Edit Request Dialog
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Note: The editable fields are PtCSch Appt. Type, Fasting, Length of Appt., Clinic,
PtCSch Provider, and Comment. Note the PtCSch Date and PtCSch Date (Per Patient)
are not editable.

10. Click OK. The request returns to the Request Grid with the altered
information listed.

5.1.9 Disposition or Remove Patient-Centered Scheduling Request
To cancel or delete a Patient-Centered Scheduling request:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

3. Inthe RM Grid, right-click the Patient-Centered Scheduling request and
select PtCSch Disposition. The following dispositions are available for
selection:

Failure to respond

Moved

Deceased

Doesn’t want VA services

Received care at another VA

Other

0O O O O O O

Contact Attempts "Recali” has been re{

PtCSch Digposition » View Request
o

Ednt Request

Faidure to respond

Moved

Deceased

Coesn’t want VA services
Recewved care 3t another VA

Cther

Figure 67: Patient-Centered Scheduling Disposition Options
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4. From the PtCSch Comment dialog box, enter comments as necessary. Only
the current comment entered is displayed although there is an Audit Log of
Uses that created previous comments.

] PtCSch Comment 3

Comment:

4D

[ Ok | [ Cancel |

Figure 68: PtCSch Comment Dialog Box
5. Click OK. The patient is removed from the request grid.

Certain dispositions will present a Patient Contacts message pop-up if the business
rules were not met. To disposition the request, click Yes to acknowledge the warning.

Patient Contacts 22

The required number of Patient Contacts has NOT been completed for
l % this request,

Are you sure you want to remove this request?

Yes Mo

Figure 69: Warning Pop-Up If Business Rules Were Not Met
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Note here the Request Type, Dispositions, and Contact Message information.

Reqguest Type Dispositions Contact Message
PtCSch Failure to Respond Required Number
message gets Comment
asked in VistA
Moved comment
Deceased comment
Doesn't want VA Services comment
Received Care at another VA comment
Other Required Mumber message
gets Comment asked in VistA
EWL Death closes
Removed/Non-VA Care closes
Removed/Scheduled-Assigned | closes
Removed/VA Contract Care closes
Removed/No Longer Required Mumber message
Mecessary
Entered in Error closes
Transferred closes
APPT Transfer to EWL
Death closes
Removed/Non-VA Care closes
Removed/Scheduled-Assigned | closes
Removed,/ VA Contract Care closes
Removed/No Longer Required Number message
Mecessary
Entered in Error closes

Figure 70: Request Type/Dispositions/Contact Message Reference

5.2 Contacting a Patient

A patient may need to be contacted by phone or letter to schedule an appointment. Contact
efforts can be added to the patient record for APPT and EWL requests. They are viewable in

the GUI and are stored in the SDEC APPT REQUEST file.

5.2.1 New Contact Attempt
To document New Contact Attempt information:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name (or the
patient’s first initial of the last name) and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last

name.

3. Click Search.
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4. Select the requested patient’s name from the list.

In the request grid, right-click APPT, PtCSch, or EWL request type, and then
select Contact Attempts. The following Contact Types are available for
selection:

o Call

o Letter

6. Select Call or Letter

WALT TiMe A

Figure 71: Contact Attempts

The Contact Attempt dialog box displays showing, Patient Name, Clinic Name,
Desired Appt. Date, Request Type, and Patient phone numbers. Select Call or Letter
and accept the default contact date/time (which is the time the New Contact Attempt
dialog was opened) or change as appropriate. You can change the Date/Time to a past
Date/Time to document when the contact attempt was created. Backdating an attempt
will still reflect the entry date and time in the far-right column.

7 Contact Attempts =3 =R ==
Request Information
Patient Name:  VSE.TEST ONE Clinic Name:  UAT CA RETEST CLINIC
Desired Appt Date: ~ 01/13/2017 RequestType:  APPT
Home Phone:  (423) 987-6543 Cell Phone:  +423000888843
Work Phone:  (423) 926-1171
New Contact Attempt
Contact Type: @ Cal Letter
Date/Time: | 6/14/2017 12:42 PM B
4 June - 2017 3
Sun Mon Tue Wed Thu Fri Sat | B:00AM 830AM 900AM 930 AM 3
2228 29 0 31 1 2 3 |1000AM 30 AM 1100 AM 1130 AM
22 4 6 7 g 9 10| 1200PM 30PM 1:00PM  L30PM
4 1 13 (4] 15 16 17 | 200PM 230PM  300PM  330PM —
Submit
25|18 189 20 21 2 23 24 | 400PM  430PM  S00PM  5:30PM —
26| 25 26 27 28 0 L1 | &00PM 630PM  T00PM  T:30PM
27| 2 5 g | &00PM
Close
Drag 2 columin header and drop it here to group by that column
Attempted Date/Time Current Type Comments Entered By Entered Date/Time
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7. Enter the phone number that was contacted, if desired, and provide any
appropriate information in the Comments section.

8. Click Submit to enter the Call Attempt details, which will be displayed at the
bottom of the New Contact Attempt screen and highlighted in Green.

The above procedures can be repeated as many times as needed to attempt to contact the
patient. There is no limit to the number of attempts that can be created.

5| Contact Attempts (=N E=R===
Request Infarmation
Patient Name:  VSE,TEST ONE Clinic Name: ~ WAT CA RETEST CLINIC
Desired Appt Date:  01/13/2017 Request Type:  APPT
Home Phone:  (423) 987-6543 Cell Phone:  +423000888843
Work Phone:  (423) 926-1171
New Contact Attempt
Contact Type: @ Cal Letter
Date/Time: | 6/14/2017 1:03 PM =
Comments: |
‘ Submit
Contact Attempts
Drag 2 column header and drop it hers to group by that column
Attermnpted Date;"ﬁme V‘ Current | Type T | Comments T | Entered By T Entered Date/Time i
6/7/2017 10:00:00 AM True Call LEFT MESSAGE HOLLINGSWORTH KAREN M 6/14/2017 1:03:58 PM

Figure 73: New Contact Attempt Submitted and Displayed

Note: The name of the person entering the contacts, the date the contact was entered,
and the attempt date/time are shown.

e For Non-Mental Health appointment contacts, a call and a letter (letter must
be at least 14 days old) are required prior to system dispositioning without an
appointment.

e Mental Health appointment contacts require 3 calls on different calendar days
(ex. Monday, Tuesday, Wednesday). At least one letter is required (letter
must be at least 14 days old) and can be on same day as a call attempt.

e Attempting to disposition prior to the above rules being met will result in a
warning message of the business rules not being met (See Figure 77). Click
Yes to acknowledge the warning and disposition the request or Click No to
return to Request Management Grid.

After making an appointment the request is dispositioned and removed from Request
Management. If the appointment is cancelled, the request returns to the grid and the current
field in Contact Attempts changes to false and is a tan color.
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3 [E=% foR ==

Request Information I -

Patient Name: “ Clinic Name:  CHY PC ENLOW

Desired Appt Date:  04/11/2017 Request Type:  VETERAN
Home Prone: (7T T77-7777 Cell Phone:  (FIT) T77-7777
Work Phone:

New Contact Attempt

Contact Type: @ Call Letter
Date/Time: | 5/24/2017 1100 PM =
Comments:

Submit
Contact Attempts
Drag a column header and drog it hers 0 group by that column
Attempted Date/Time | Current T Type T | Comments | Entered By | Entered Date/Time 7
5/2/2017 1:46:00 PM False Letter MAILED LETTER IN AFTERNOON | HOLUNGSWORTH KAREN M 572472017 10:47:08 PM
5/2/2017 14500 PM False Call 2ND CALL ATTEMPT - NO ANSWI HOLLINGSWORTH KAREN M 5/24/2017 10:46:41 PM
> | 5/1/2017 10:45:00 AM False Call 1ST ATTEMPT TO CALL - NO ANS HOLLINGSWORTH,KAREN M 5/24/2017 10:45:56 PM

Figure 74: Appointment Canceled

After making a New Contact Attempt after the cancellation, the new attempt will be
green, and the Current field will be “True”.

|

Request Information

Patient Name: _ Clinic Name: ~ CHY PCENLOW M

Desired Appt Date:  04/11/2017 Request Type:  VETERAN
Home Phone: (77T} T77-7777 Cell Phone: (77 7717777
Work Phone:

New Contact Attempt

Contact Type: @ Call O Letter
Date/Time: | 5/24/2017 11:02 PM [
Comments:

"

Contact Attempts

Drag 2 column header and drog it hers to group by that column

Attempted Date/Time 7| Current V| Type V| Comments | Entered By | Entered Date/Time o

5/2472017 11:00:00 AM True Call CALLING TO RESCHEDULE - 1ST ATTEMPT - NC ANS HOLLUNGSWORTH,KAREN M 5/24/2017 11:03:31 PM

5/2/2017 1:46:00 PM False Letter MAILED LETTER IN AFTERNOON MAIL HOLUNGSWORTH,KAREN M | 5/24/2017 10:47:08 PM

5/2/2017 1:45:00 PM Falze Call 2ND CALL ATTEMPT - NO ANSWER - LEFT MESSAGE HOLLINGSWORTH,KAREN M | 5/24/2017 10:46:41 PM |

> | 5/1/2017 10:45:00 AM False Call 1ST ATTEMPT TQ CALL - NO ANSWER - LEFT MESSA HOLLINGSWORTH,KAREN M | 5/24/2017 10:45:56 PM
Figure 75: New Contact Attempt After Cancellation
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6 Appointment Management

6.1 Adding Appointments

6.1.1 Add Appointment for Appointment Request
1. Loginto VS GUI as a Scheduler.

2. From the Tasks tab, type the patient’s last name and first name in the Search
text box, or any other search method such as first initial of last name plus last
four of SSN, full SSN, or at least three characters of last name. Click Search,
and then select the requested patient’s name from the list.

3. In the Request Management Grid, select APPT request. The Clinic Schedule
Grid displays the clinic schedule based upon CID/Preferred date of request. For
past dates, the clinic schedule opens defaulted to current date. For current date
(or CID/Preferred date less than three days in future), the clinic schedule
displays defaulted to current date. For future dates, the clinic schedule displays
-/+ three days of CID/Preferred date.

Note: For newly created APPT requests, the system automatically highlights the
APPT request and the Clinic Schedule displays.

BB vistA Scheduling [ [5]x]

m
i Tasks System Reports

Harea: Pubiest Type:  MILITAR D0B: Mew et | o cog Shats B Frt
- . # . WO ACTTON TAxEN Bpart e
Gendr: Strest Addrest: N Coyjseate: " Wi ACTION TR o
e K . I3 ACTION TAEEN Rfreshy
Ward: Swc Connexted: 10 Sc Percent: o FO ACTION TASEN i —lh
3 OLOGY 10 ACTICN TAKEN QY || pugleren
: TESTBO0B - Wt . A 0, 201680800 ERINS TEST CLINIC  ACT REQYCHEOCED OUT
Bais Commely| o WOV, MIGEIIN CZTESTCUNICA  WON-COUMTCHEDED( =)
Selert Pationt Rt L et Pesukag Appeartmants Specal Nosbe/Preferences  Molde Begeests | Tosls Seming
REQUEST TYPE | WATT TIME A Dk = PTHAME T CDPREFERAED DATE 7 QUMOG/SERVICE | MRTC SN sova T TEEPHOME PRIORITY | ENTEREDRA W0 DATE 7| REY
AR ] TEST/508 N 1208 CARDICLOGY 123455789 (0} US1ZH  GROUPS  RROLTNIS P
CORSAT ] TESTS08 Ll CARDICLOGY COMSLT 123456789 BTS2 GRPS  GRIENE Ha

.| Clinic Schedule displays
«| APPT Request with

) - T a
‘| future CID/Preferred e S o
& H 29 Tuesday 30 Wadmstay 05 Monday
s| Date defaulted as -3/43 B W0 B0
°| days of date. s
2 g0
3 ,
Clinic Schedules ;“_
CARDBOLOGY "-“'c:'*]’: . \
DOCTOR.ONE 2
[ i Schedder | ®
Provider Schadules Claic Grogs. ~ wew TOwalkIn Mo Show [Echeck in  [TCheck Out

Figure 76: Select APPT Request — Clinic Schedule Grid Display

4. Inthe Clinic Schedule Grid, select the available time slot. Uneven start times
are available. Time Slot details display in the Time Slot Viewer.
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Note: Refer to Section 7.1.7 for detailed information on Time Slot Viewer
functionality.

e
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Figure 77: Select Time Slot

5. Right-click in the time slot. Add Appointment option displays. The Create
Walk In Appointment option is only available for selection on the current date.
It is not available for past or future CID/Preferred dates.

Add Appomtment

Crezate Walk-in Appointment

‘_

Figure 78: Right-click Options — Add Appointment
6. Select Add Appointment.

The New Appointment dialog displays as well as the Patient Eligibility dialog box.
e Appointments Tab:

o The Patient Information Section displays Name, DOB, SSN, Svc
Connected, SC Percent, Global Assessment of Function (score) (GAF) (read
only), and the Svc Related check box.

o The Appointment information section displays Benefit/Eligibility (provides
drop down for patients with multiple eligibility), Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to Variable Length (VL) Clinics; and Notes are editable
fields). Information can be added pertinent to appointment.

o The comments from the original request will populate the Notes field in the
New Appointment dialog. This text is editable before the new appointment
is created.

o The Appointment Conflicts section displays any appointments already
scheduled that potentially conflict with the appointment being added.
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Figure 79: New Appointment Dialog

7. Add any applicable notes to the appointment. Click OK.

The Print Letter? Dialog box displays.
8. Click OK to print the Letter to the patient.
Click Cancel if you do not want to print the letter.

Print Letter? m I

0 Print the Patient Letter?
R

Cancel

Figure 80: Print Letter? Dialog

9. To close the Request dialog box, click OK.
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Closing Request E3

0 This request vall be closed,

==

Figure 81: Closing Request Dialog

The APPT Request is removed from the Patient Request Management Grid. The Next
request for patient is moved up and highlighted.

The Clinic Schedule closes and the next appointment clinic schedule opens.

The New appointment displays in the Pending Appointment Window on the Ribbon
Bar.

10. Select appointment from the Pending Appointment window to view the
appointment in the Clinic Schedule Grid. The clinic schedule opens. For past
dates, the clinic schedule opens defaulted to the appointment date. For the
current date (or appointment date less than three days in future), the clinic
schedule displays defaulted to current date. For future dates, the clinic schedule
displays -/+ three days of appointment date.
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Figure 82: Clinic Schedule Grid — Past Appointment Display

For current date (or appointment date less than three days in future), the clinic
schedule displays defaulted to current date. See below.
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Figure 83: Clinic Schedule Grid — Current Appointment Display

For future dates, the clinic schedule displays -/+ three days of the appointment date. See
below.
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Figure 84: Clinic Schedule Grid — Future Appointment Display

6.1.2 Add Appointment for EWL Request
1. Log into VS GUI as a Scheduler.

2. From the Tasks tab, type the patient’s last name and first name in the Search
text box, or any other search method such as first initial of last name plus last
four of SSN, full SSN, or at least three characters of last name. Click Search,
and then select the requested patient’s name from the list.
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3. Click the New Req button in the Actions pane.
Note: Refer to Section 5.1.5 for steps on transferring the APPT request to the new

EWL Request.
[+ ] Request Type ==
What type of request is needed?
@ APPT
FtC5ch
QK Cancel

Figure 85: Request Type
4. Inthe Request Management Grid select the EWL request.

The Clinic Schedule Grid displays the clinic schedule based upon the CID/Preferred
date of the request. For past dates, the clinic schedule opens defaulted to
CID/Preferred date. For the current date (or the CID/Preferred date less than three
days in future), the clinic schedule displays defaulted to the current date. For future
dates, the clinic schedule displays -/+ three days of the CID/Preferred date.

Note: For the newly created Patient-Centered Scheduling request the system
automatically highlights the APPT request and the Clinic Schedule displays. If the
EWL is for a service/specialty, no grid is displayed and the clinic must be searched
and selected.
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Figure 86: Select EWL Request
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5. In the Clinic Schedule Grid, select the available time slot. Time Slot details
display in the Time Slot Viewer.

Note: See Section 7.1.7 for detailed information on the Time Slot Viewer
functionality.
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Figure 87: Select Time Slot
6. Right-click in the time slot. The Add Appointment option displays.

Note: The Create Walk In Appointment option is only available for selection on the
current date. It is not available for past or future CID/Preferred dates.

Figure 88: Right-click Options — Add Appointment
7. Select Add Appointment.
The New Appointment dialog box contains the following sections:
e Appointments Tab:

o The Patient Information section displays Name, DOB, SSN, Svc
Connected, SC Percent, GAF (read only), and Svc Related check box.

o The Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o The Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.
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Figure 89: New Appointment Dialog

8. Add any applicable Notes to the appointment. The comments from the original
request will populate the Notes field in the New Appointment dialog. Click
OK.

The Print Letter? Dialog box displays.

9. Click OK to print the Letter to the patient. Click Cancel if you do not want to
print the letter.

Print Letter? m I

9 Print the Patent Letter?

o« | o]

Figure 90: Print Letter? Dialog

10. If you do want to print the letter, click OK, and the print dialog box will pop
up. If there is no letter in the box, contact your local clinic set up team to place
that type of letter into the clinic’s set up. If there is a letter, decide whether to
print to a network printer via Print (Windows Printer) or a VistA print device
via the search box and Print (VistA Print Device). It is highly recommended
to use the VistA method, as that will place the address in the correct position
for a windowed envelope.

VistA Scheduling Enhancements 70 March 2020
VS GUI User Guide



"Print (VistA Print Device))

Print (Windows Printer)(

C240 \!J FontSizet| 12 = | Close |
}czﬂ.u :

Figure 91: Print to VistA Device Printer to place address in correct position

11. To close the Request dialog box, click OK.

Closing Request B3

0 This request vall be closed,

=]

Figure 92: Closing Request Dialog

e The EWL Request is removed from the Patient Request Management Grid. The
EWL request is dispositioned as scheduled.

e The Next request for the patient is moved up and highlighted.

e The Clinic Schedule closes and the clinic for the next request displays.

e The New appointment displays in the Pending Appointment Window on the
Ribbon Bar.

12. Select appointment from the Pending Appointment window to view the
appointment in the Clinic Schedule Grid. The clinic schedule opens. For past
dates, the clinic schedule opens defaulted to appointment date.
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Figure 93: EWL Appointment Past Date Display
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For the current date (or the appointment date less than three days in the future), the
clinic schedule displays the default, the current date. See below.
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Figure 94: EWL Appointment Current Date

For future dates, the clinic schedule displays -/+ three days of the appointment date.

See below.
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Figure 95: EWL Appointment Future Date Display

6.1.3 Add Appointment for Patient-Centered Scheduling Request
1. Log into VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
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any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

Click the New Req button in the Actions pane.

In the Request Type dialog box, select Patient-Centered Scheduling (PtSch)
and then click OK to create a new request or click Cancel for the existing

request.
Note: Refer to Section 5.1.7 for steps on adding a new Patient-Centered Scheduling
Request.
I= Request Type |
What type of request is needed?
@ APPT
PtCSch
oK Cancel

Figure 96: Request Type
5. In the Request Management Grid select Patient-Centered Scheduling request.

The Clinic Schedule Grid displays the clinic schedule based upon the CID/Preferred
date of request. For past dates, the clinic schedule opens defaulted to the
CID/Preferred date. For current date (or the CID/Preferred date less than 3 days in
future), the clinic schedule displays defaulted to current date. For future dates, the
clinic schedule displays -/+3 days of the CID/Preferred date.

Note: For a newly created Patient-Centered Scheduling request the system
automatically highlights the PATIENT-CENTERED SCHEDULING request in the
Request Management Grid and Clinic Schedule.
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Figure 97: Select Patient-Centered Scheduling Request
6. In the Clinic Schedule Grid, select the available time slot.

Time Slot details display in the Time Slot Viewer.
Note: See Section 7.1.7 for detailed information on Time Slot Viewer functionality.
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7. Right-click in the time slot.

Add Appointment option displays.

Note: The Create Walk In Appointment option is only available for selection on the
current date. It is not available for past or future CID/Preferred dates.

— -
- I

Add Appointment

Create Walk-in Appointment

« I
]
Figure 99: Right-click Options — Add Appointment
8. Select Add Appointment.

The New Appointment dialog box contains the following sections:

e Appointments Tab:

o The Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.

o The Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o The comments from the original request will populate the Notes field in
the New Appointment dialog.

o The Appointment Conflicts section displays any appointments already
scheduled that conflict with the appointment being added.
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Figure 100: New Appointment Dialog

9. Add any applicable Notes to the appointment. The comments from the original
request will populate the Notes field in the New Appointment dialog. Click

OK.
The Print Letter? Dialog box displays.
10. Click OK to print the Letter to patient.

Click Cancel if you do not want to print the letter.
Print Letter? E |

@ Print the Patienk Letber?

o | o ]

Figure 101: Print Letter? Dialog
The Closing Request dialog box displays.

11. Click OK.

Closing Request

ﬂ This request vill be closed,

[

Figure 102: Closing Request Dialog
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Note: The Patient-Centered Scheduling request is not immediately removed from the
request grid. The request is removed when the task “CLEAN UP CLINIC PATIENT-
CENTERED SCHEDULING ENTRIES” has been run and when the appointment is
made within the CLEAN UP DAY SETTING in ENTER/EDIT CLINIC PATIENT-
CENTERED SCHEDULING SITE PARAMS menu option.

The New appointment displays in Pending Appointment Window on the Ribbon Bar.

12. Select an appointment from the Pending Appointment window to view it in the
Clinic Schedule Grid. The clinic schedule opens. For past dates, the clinic
schedule displays defaulted to appointment date.
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Figure 103: Clinic Schedule Display — Past Date Appointment

For the current date (or if the appointment date is less than three days in the future),
the clinic schedule displays the appointment date as Day 1 + six days to current date.
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Figure 104: Clinic Schedule Display — Current Date Appointment
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For future dates, the clinic schedule displays -/+ three days of the appointment date.

See below.
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Figure 105: Clinic Schedule Display — Future Date Appointment
VistA Scheduling Enhancements 77 March 2020

VS GUI User Guide



6.1.4 Add Appointment for Consult Request
1. Loginto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

Note: Consult requests are added from CPRS.

3. Inthe Request Management Grid select Consult Request.

Note: The Clinic Schedule does NOT display when selecting Consult request, as a
consult is directed to an entire service, not a specific clinic. The scheduler should read
the consult body in CPRS to determine which specific clinic or clinic group should be
used, and then search for that clinic or group in the clinic schedules search box.
Consult scheduling can benefit greatly from clinic groups when the specialty has more
than one consult clinic that can be grouped and viewed side by side.

W vista Schedding

[_18]x]
Vit Schorkiing for Divizion: VAHE CHE
M1 taks | e B

Hars.  Putiest Type:

Mo BAS | Yime See e J=1 [

Gended, St Addest:
Ward:

WEARING IMPAIRED
LANGLGE PREFEREMCE
Fer Conmacted; 1

sowch: |

P 17, 0I6BIL30  TAVALA CLINDC
ifict Paart - P A
REQUEST TYPE 1 VAT TIME >=90 Duavs = FT MAE

CIPSIPERRID DATE  CLUMIC/SERVICE
CONSULT A

T mec s

S0 EVEGLASS REQUEST B90-234523
CONRRT aw CONSUAT MILEN

SOMt | TELEPHONE PRIGEITY ' EMTEREDSRR MO DATE ' RE "
CONSULT, HELEN

38 (977) TITTATT T T =
DI =

IR0 DIABETTS COMSIAT 9-13-482 90 (977) TN

Clinic Schedule does not
display when selecting a
Consult Request.

Figure 106: Select Consult Request

From the Clinic Schedules, enter the clinic name (two character minimum).
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Figure 107: Clinic Schedules

4. In Clinic Schedule, click the available time slot. Time Slot details display in
the Time Slot Viewer.
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|20 min Apst | Max 08: 5

S 05 L ()

9aM

RS
[ wwew

Note: See Section 7.1.7 for detailed information on Time Slot Viewer functionality.
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Figure 108: Select Time Slot
5. Right-click in the time slot.

Add Appointment option displays.

Note: The Create Walk-In Appointment option is only available for selection on
current date. It is not available for past or future CID/Preferred dates.

' Add Appointment

Create Walk-in Appointmeant

Figure 109: Right-click Options — Add Appointment
6. Select Add Appointment.
The New Appointment dialog box displays as well as the Patient Eligibility dialog box.

e Appointments Tab:

o The Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.
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o The Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o The Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.

 vistA Scheduling BN New Appointment x; 5]
T} Appointments
T rasis | sisem repors Patient Information
Name: TEST,BOB  Patient Type:  MILITARY RETIREE  DOB: name: [TEoT 508 print
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Figure 110: New Appointment Dialog

7. Add any applicable Notes to the appointment. The comments from the original
request will populate the Notes field in the New Appointment dialog. Click
OK.

The Print Letter? dialog box displays.
8. Click OK to print the Letter to the patient.
Click Cancel if you do not want to print the letter.

Print Letter? E3 |

e Print the Patient Letter?

ok || Canceal I

Figure 111: Print Letter? Dialog
e The Consult Request is removed from the Patient Request Management Grid.
e The next request for the patient is moved up and highlighted.

e The Clinic Schedule closes and the clinic for the next request displays, if
applicable.
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Ribbon Bar with “CONS” in the status.

9.

the Clinic Schedule Grid.

The New appointment displays in the Pending Appointment Window on the

Select the appointment from the Pending Appointment window to view it in

The clinic schedule opens. For past dates, the clinic schedule opens to the default
appointment date.
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Figure 112: Clinic Schedule Display — Consult Past Appointment Date

For the current date (or appointment date less than three days in future), the clinic
schedule displays the current date as the default. See below.
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Figure 113: Clinic Schedule Display — Consult with Current Date
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For future dates, the clinic schedule displays -/+ three days of the appointment date.
See below.
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Figure 114: Clinic Schedule Display — Consult Future Appointment Date

6.1.5 Add Appointment from Return to Clinic request (RTC)
1. Log into VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

Note: RTC requests are added from CPRS when the clinical staff use the National
Return to Clinic Order and sign it.

3. Inthe Request Management Grid select the RTC Request and schedule the
appointment. Scheduling the appointment while the RTC request is selected
(orange) will automatically complete the corresponding order in CPRS.

Note: If the RTC is for a single follow up appointment, it will follow the same steps as
a Patient Centered Scheduling Request (PtCSch) or an APPT request in Section 6.1.3.

If the RTC is for a series of follow up appointments, it will follow the same steps as in
the MRTC requests in Section 6.4. Contact attempts can be added as appropriate.

4. 1fa RTC request has prerequisites from the RTC Order in CPRS, it will pop up
an extra box with that information. If the prerequisite pop up box is accidently
closed, it can be reopened, by clicking on the RTC order in the RM grid again.
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5. If aRTC request must be dispositioned without making an appointment, right
click on the RTC and select from the disposition drop down. The
corresponding National Return to Clinic Order will respond accordingly.

APPT Request Dispositions RTC Order Disposition

'D' FOR DEATH Discontinued — alert to Provider
‘NC' FOR REMOVED/NON-VA CARE Discontinued — alert to Provider
'SA' FOR REMOVED/SCHEDULED-ASSIGNED Completed

'CC' FOR REMOVED/VA CONTRACT CARE Discontinued — alert to Provider
'‘NN' FOR REMOVED/NO LONGER NECESSARY Discontinued — alert to Provider
'ER' FOR ENTERED IN ERROR Discontinued — alert to Provider

6.2 Viewing a Patient’s Existing Appointments

A patient’s booked appointments display in the Pending Appointment Window in the Ribbon
Bar. The default is the current date. Schedulers can scroll up or down to view appointments
dated -365 days to +1000 days of the current date.
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Figure 115: Pending Appointments

1. Right-click on an appointment in the Pending Appointments block and the
EXPAND ENTRY block opens.
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Figure 116: Pendlng Appointments Displaying Expand Entry Block

2. Click the Expand Entry block to see the expanded appointment information.

o O O O O

Appointment Demographics

Appointment Event Log

Appointment Wait Time

Patient Information

Encounter Information (this information will only display if the encounter

information has been entered for this patient)
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Figure 117: Appointment Demographics
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Figure 118: Appointment Event Log

“ii Expanded Entry

Cancel Reason:

Cancel Remark:

Rebook Date:

Appointment Wait Time Information

Request Type:  WALKIN APPT.

Next Available Type: NOT INDICATED TO BE A "NEXT AVA.'
APPT.

CID Preferred Date: ~ MAY 24, 2017

Follow-Up Visit ~ Ne
Clinic Wait Time 1 1

Clinic Wait Time 2: o

MOTES:

~Clinic Wait Time 1 represents the difference between the date the appaintment was entered and the date it was performed.
~Clinic Wait Time 2 represents the difference between the 'CID/Preferred date’ and the date the appointment was performed.

Patient Information

Date OF Birth:  SEP 06, 1952 & 101-03-7770
Sex:  Female Marital Status:  DIVORCED
Religious Preference:  UNKNOWN/NO PREFERENCE pos:  POST-VIETNAM

Drinmms Elimibnilitn

Bl Rosmnbamm  (FF) T77-T777 —

Close

Figure 119: Appointment Wait Time
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s Expanded Entry

Patient Information

Date Of Birth:

Sex:

Religious Preference:
Primary Eligibility:
Address:

Email Address:
Radiattion Exposure:
Prisoner Of War:

AD Expfloc:

SEP 06, 1952
Female

UNKNOWN/NO PREFERENCE

1 TEST DRIVE CHEYENNE,
WYOMING 82009 USA

No

1d:

Marital Status:

POS:

Phone Number:
CellPhoneNumber:
Pager Number:

Status:

Last Admit/Lodger Date:
Last Disch./Lodger Date:

Combat Veteran End Date:

101-03-7770
DIVORCED
POST-VIETNAM
T T177-7777
Frn 111-iiri

3131012

[F=1 Eon =5

Combat Veteran:  Yes
SW Asia Conditions:
Proj 112 Shad:

| Close ‘

Figure 120: Patient Information

“ii Expanded Entry

Check Cut

Treatment For Service Connected Condition: ~ NO
Combat Vet (Combat Related):  YES

Agent Orange Exposure: ~ NO

lonizing Radiation Exposure: ~ NO

SW Asia Conditions:  NO

Proj112 Shad:  YES

Military Sexual Trauma: ~ YES

Head And/Cr Neck Cancer: ~ NO

PROVIDERS DIAGNOSIS

1  WISECUP,MABLE B R97.1 Elevated cancer antigen 125 [CA

125]
2

STOP CODES PROCEDURES

301 GENERAL INTERNAL MEDICINE
710 PREVENTIVE IMMUNIZATION

99212 1 OFFICE/OUTPATIENT VISIT EST

‘ Close |

Figure 121: Encounter Information

Note: This information will only display if the encounter information has been entered
for this patient.

6.3 Disposition Appointments

6.3.1 Edit Appointment Information
Editing appointment information can be done within the VS GUI.
To edit appointment information:
1. Logonto VS GUI as a Scheduler.
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2. From the Tasks tab, type the patient’s last name and first name in the Search
text box, or any other search method such as first initial of last name plus last
four of SSN, full SSN, or at least three characters of last name. Click Search,
and then select the requested patient’s name from the list.

3. Point to the appointment to be edited in the Pending Appointments Window on
the Ribbon Bar.

The clinic schedule displays. For past appointment dates, the clinic schedule opens the
default appointment date. For the current date (or appointment date less than three
days in future), the clinic schedule displays the current date as the default. For future
dates, the clinic schedule displays -/+ three days of the appointment date.

4. In the Clinic Schedule Grid, point to the appointment, right-click on the
appointment, and then select Edit Appointment. This can also be done from
the Pending Appointments list.

The Edit Appointment dialog box displays.

Note: See Section 7.1.7 for detailed information on Time Slot Viewer functionality.

GROUP 1 2/15/2016
[ Edit Appointment I
View Appointment

Cancel Appointment

Undo ancel Appointment

Month

<
N
-

El

Figure 122: Appointment Right-click Options — Edit Appointment
The only field that is editable is Notes.

5. Make any necessary edits to the appointment information, and then click OK.
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7| Edit Appointment @
Appointments
Patient Information
Name: | SMITH,BRET FRANCIS
DOB:| 2/17/1957 SSM:| 265-48-2812
SVC COMNECTED: | YES 5C PERCENT: | 50
GAF: | New GAF Required
Appointment
Benefit/ —— —
Eligibility: SERVICE CONMNECTED 50%
Start Time:| 01/02/2019 |§ 210 AM

Duration: | 60 Clinic:| CHY PC DERMATOLOGY

Notes:

Appointment Conflicts

Drag a column header and drop it here to group by that column

Resource [ | Patient 7| Start Time V| End Time T

Report |Patient Letter - Print oK Cancel

Figure 123: Edit Appointment Dialog

6.3.2 View Appointment Information
Viewing appointment information can be done in the Clinic Schedule Grid in the VS GUI.
To view appointment information:
1. Logonto VS GUI

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

3. Point to the appointment to be viewed in the Pending Appointments Window
on the Ribbon Bar.
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The clinic schedule displays. For past appointment dates, the clinic schedule defaults
to the appointment date as Day 1 + six days. For the current date (or appointment date
less than three days in future), the clinic schedule displays the default, the current date
as Day 1 + six days. For future dates, the clinic schedule displays -/+ three days of the
appointment date.

4. In the Clinic Schedule Grid or the Pending Appointments list, point to the
appointment, move the pointer over the appointment, and the appointment
details display.

TEST,STEVE
55N: 3434 DOB: 11/23/1973

MAKING SOME NOTES, I LIKE TO MAKE
SECRET NOTES ABOUT EVERYEODY ;)

From:  12/17/2016 08:00
To: 12/17/2016 08:30

Status: New

Figure 124: Hover Box Displaying Appointment Details
5. Right-click the appointment.
6. Select View Appointment.

GROUP 1 2/15/2016
Edit Appointment

View Appointment l

Cancel Appointment

|
U In|
o g

| . m

Figure 125: Appointment Right-click Options — View Appointment

The View Appointment dialog box displays. It is in read-only mode. No fields are
editable.

7. Click OK to close the View Appointment dialog box.
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GAF: | N r
Appointment
Start Tima: I T
Duration: I J Chinic:
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Appointment Conflicts
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Fescurce T Patient | Start Time
CARDIOLOGY TEST.STEVE

CZ ASH 0200/ 1130/150 TEST.STEVE

Feport:  Patient Lefter = Frint

| End Time i
11/30/2016 11:25:00 AM

11/30/2016 11:30:00 AM

L1F304210006 12-29:0a0 PM

L1304 0005 12-30:00 PM

0K Cance

Figure 126: View Appointment Dialog

6.3.3 Cancelling an Appointment
You can cancel an appointment without rebooking it.
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

3. Select a scheduled appointment from the Pending Appointment Window on the

Ribbon Bar.

The clinic schedule displays. For past appointment dates, the clinic schedule opens the
default, the appointment date. For the current date (or appointment date less than three
days in future), the clinic schedule displays the default, the current date. For future
dates, the clinic schedule displays -/+ three days of the appointment date.
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4. Right-click and select Cancel. OR
5. Select an appointment from the Clinic Schedule Grid.

6. Right-click and select Cancel.
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Cancel Appointment
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Edit Appointment

View Appoiniment
Cancel Appointment

Undo Cancel Appointment

Check In Patient

Undo Check In Patient

Check Qut Patient r

Undo Check Qut Patient

Mark as Mo Show

Undo MoShow

Expand Entry

Figure 127: Appointment Right-click Options — Cancel Appointment

7. Inthe Cancel Appointment dialog box, select a cancellation option:
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e Cancelled by Clinic: The original CID/Preferred appointment date defaults to
the original CID/preferred date. The date cannot be edited.

e Cancelled by Patient: The patient CID/Preferred date is available and defaults to
original CID/Preferred date request. You can edit the date to change it.

8. Select the Reason for Cancellation from the list.

Edit the CID/Preferred dates if applicable.
Add Remarks as needed.

9. Click OK.

The appointment is canceled and not rebooked. If the appointment is linked to a
consult, the consult status changes to Active.

5 Cancel Appointment Ml=] E3
Appointment Cancelled By Remarks (Optional)
' Cancelled by Clinic Add Remarks as needed _‘]

€ Cancelled by Patient

Reason for Cancellation (Select one)

APPOINTMENT NO LONGER REQUIRED
CLUINIC CANCELLED

CLINIC STAFFING

INPATIENT STATUS

OTHER

PATIENT DEATH

PATIENT NOT ELIGIBLE
SCHEDULING CONFLICT/ERROR
TELEHEALTH RESCHEDULE
TRANSFER OPT CARE TO OTHER VA
WEATHER

CID/Preferred Date:

Print Letter OK Cancel

Figure 128: Cancel Appointment Dialog

The Appointment displays in Pending Appointments with a status of Cancelled by
Clinic or Cancelled by Patient (whichever is applicable).
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Date | ainic | Status =
DEC24, 2015@13:45 ESCUINICTTH  FUTURE

DEC 28, 2015@09:20 ES CLINIC SDAY CANCELLED BY CLINIC

TOGY C FUTURE
JAN 05 2016@09: 00 ES CLINIC TTH FUTURE __I
JAN 12, 2016@09:00 ES CLINICTTH FUTURE
|| JAN 19, 2016@09:45 ES CLINICTTH FUTURE _:I ’
J Pending Appointments

Figure 129: Pending Appointment Window — Appointment Status Cancelled by
Clinic

Dalc I Cliniiv | Slalw I
\|0V 24 2015@09 ZC ES CUNIC SDAY NO ACrION TAKEN

OV 30, 2015@10 OG ES CLINIC SDAY CANCELED B PATIENT

WO n4 'Jm q/ena nn rAprml ncr e Mn ar'nnu 'rna:m
JEC 07 2015@09:00 ES CUNIC 5DAY  NO ACTION TAKEN
JEC 09 2015@09:00 ES CUNIC MNF  NO ACTION TAKEN _'I

[ Penang Apointments

Figure 130: Pending Appointment Window — Appointment Status Cancelled by
Patient

e The Clinic Schedule closes.

e The patient’s appointment request reappears on the APPT Request grid for
future rescheduling.

10. Select the APPT Request and the Clinic Schedule displays again.
Note: The Time Slot count increases when an appointment is canceled.

Tesks | Sptem  Repoes
Name:  ESTISTAANEY O Pesent Tipe: ooe: ¢ Yo oz
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e Pt Al R M‘N—'-'m oo Mea M Mot e Lt ™Y
:m"ﬂu WAIT T M Oepn -~ PTRAME TOMRIC SN SO/t TELIPWONE  MOONSTY < oare ~
il 3 LETIT e O NP sy Lo Akaaaens Algasas 2ATZMT 2ATRMT
[M o ESTESTANSY O U T 22018 s PATIENT PATENT ‘T
Ll - ESTRST LAY D «.auurm IEROs ey [ircin il raTIENTY PaTRMT
Lol «oaTa wm 23 Ut Loeas PATIENT PATENT
wi| APPT Request returns to Request Pr asrar ;:u e WS e movicere
| Management Grid. The Time Slot S
| Countincreases by 1. Appointment =
“ is marked as canceled in Pending o
Moty A 28 Decomber 2015 - 3 Tanwary 2006+ 0 - {
| Appointment Window. 20 Wedsenday 31 Phurcey 1 Frday 2 Satwtay 3 Sunday
PR D % on ! “"[:3 : : ; i
1 1 1 |
Chric: Schedhbon. | ey 3 2 3 3
€5 LINC S04 2 - 2 X 3 -
|
1=
o s et - | e
Figure 131: APPT Request — Time Slot Count Increase
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6.3.3.1 Cancel directly from pending appointment box

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN, or any other
search method such as full SSN, or at least three characters of last name. Click
Search, and then select the requested patient’s name. Right click on a scheduled
appointment from the Pending Appointment window in Ribbon bar.

5 ista seheduling

TEST ENVIRONMENT (v2.0.0.15.7}

VistA Scheduiing for Dmsion: UNASSIGNED

b ]
N rass

Name: VSETEST PATIENT THREE Patient Type:  COLLATERAL DOB: 6/1960 Noew Reg

Time Scale Date W Carie o Status i | |[MORNING Print
Gender M Street Address: 66 ARMY RD City/State: AUGUSTAGA " 8083 1 CLN AN AFTERNOON Export
i JSE T MIC 1 CELLED BY C = i
Ward S AN ST 1 Fed 15, 2018@08:30 | VSE TEST CLINIC 1 CANCELLED 8Y CLINIC i
PCP: MHP. Praone [Mar 09, 201380815 | VSE AUDIOLOGY P mmr et I8
Canget Appointment Query
Search: | VSETEST PATIENT THREE T Search  Chear Mar 12, 2013@06:15  VSE AUDIOLOG .b
-~ U I ——— Expand Entry _
Select Patient Actions Arrangement Pending Appoé Special Needs/Preferences || Took |
r Prirz Pending -
|REQUEST TYPE ' WAIT TIMEAll Days = PTNAME | MRTC SSN SCVisit | TELEPHONE  PRIORITY | CID/PREFERRED DATE ' ENTERED/RR NO DATE 7 REQU *
APPT 4 VSETEST PATIENT THREE 46669938 (456) 765-3344 12142017 12112017 PATIE
APPT 42 VSETEST PATIENT THREE 666-66-9344 (456) 765-3344 12/14/2017 127112017 PATIE
ADOT. v X » KEL_KE_DOAN (AR TEE A0 SR VT FLETN ) 22020042, >
< i — — — »
“Recall” has been renamed to “PtCSch® (Patient Centered Scheduling) [ o1
March - 2018 4

VSE AUDIOLOGY

Sun Mon Tue Wed Thw P Sat |

Figure 132: Select Cancel Appointment

3. In the Cancel Appointment dialog box, select cancellation the appropriate
cancellation option Cancelled by Clinic or Cancelled by Patient. Select a
Reason for cancellation from the list. Click OK.

78 VistA Scheduling

=B HoR Ex]
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6.3.4 Mark as No Show Appointment
To record a no show appointment.
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, type the patient’s last name and first name in the Search
text box, or any other search method such as first initial of last name plus last
four of SSN, full SSN, or at least three characters of last name. Click Search,
and then select the requested patient’s name from the list.

3. From the Pending Appointment Window select appointment to mark as no
show.

The clinic schedule displays.

For past appointment dates, the Clinic Schedule displays the default, the appointment
date. For the current date (or appointment date less than 3 days in future), the clinic
schedule displays the current default date.

4. Select the appointment from the Clinic Schedule Grid or the Pending
Appointments box.

Right-click the Appointment.

Select Mark as No Show. The appointment MUST be a past date/time from
the current date/time.

Note: “Mark as No Show” is not available for future appointments unless they are
same day.

| MRTC| SSN SCVisit [ | TELEPH(

Edit Appointment
View Appointment ;

: Cancel Appointment ]

" has been ren

Check In Patient

o |

Mark as No Show

:3OI
A3 -~ Expand Entry
1000 AM |y ey
Figure 134: Appointment Right-click Options — Mark as No Show
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The Mark as No Show dialog box displays.

n Maork as No Show

 Description

| Use this panel to mark an appointment as & no-show. To print & no-show
| lettar, cick the Button below.

Print Letter ox Cancel

Figure 135: Mark as No Show Dialog

7. Click OK.
The Appointment displays in red in the Clinic Schedule Grid and the Time Slot
Viewer.
Schedules
VSE ENH1 CLINIC |
01/08 09:00-01/08 0915 (3] | * “ Day || Week
=
ST sonsmams 08 Suncey
[ S
g
= | 800 AM 4
3 15 -~
30 ~
45 4
9:00 av 1 3
15 4

Figure 136: Clinic Schedule Display — No-Show Red

The Status in the Pending Appointment Window on the Ribbon Bar changes to No-
Show.

The Request returns to the Request Management Grid for the patient.

Date Clinic Status “
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00  ESCLINIC MAX OB3 NO ACTION TAKEN 7
[ JAN 08, 2017@09:00 VSE ENH1 CLINIC NO-SHOW .
JAN 10, 2017@08:30  VSE ENH1 CLINIC FUTURE =

Pending Appointments
Figure 137: Pending Appointment Window — Appointment Status No-Show
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Inpatient appointments CANNOT be dispositioned as a No-Show.
A Not Allowed warning message will display if the user attempts to flag an Inpatient

as a No Show.
8. Click OK to close the message and the appointment should not display as a
No-Show.
Not Allowed =)

This Patient was assigned as an inpatient during this appointment time.
You cannot no-show an inpatient.

Figure 138: No-Show Warning Message

6.3.5 Undo No-Show Appointment

If a patient was previously recorded as a no-show but arrives in time for the current
appointment, the previously recorded no show can be undone.

To undo a no-show appointment:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name. Click
Search.

3. In the Pending Appointments Window on the Ribbon Bar, point to the No
Show appointment to be undone.
The clinic schedule displays.

For past appointment dates, the clinic schedule displays the default appointment
date.

For the current date (or appointment date less than 3 days in future), the clinic
schedule displays the current default date.

4. Right-click Appointment.
5. Select Undo No-show.
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Edit Appointment

View Appointment

- Cancel Appointment

125 been ren

|
!
~ £
Undeo Cancel Appointment f
Check In Patient I

Undo Check In Patient

Day . |

Check Out Patient

0 Unde Check Out Patient
Mark as No Show
30 Unde NoShow
A%
10:00 ﬁ';:"; Expand Entry
o — B

Figure 139: Appointment Right-click Options — Undo No-show
In the Clinic Schedule Grid, the appointment changes from red to purple.

Schedules

CHY EMERGENCY ROOM |

1M 1015 W] ()

01/23 09:00-01/23 0%:15 [0]

I . Dy [ Week ] Mo

23 Meonday

8:00 AM
115
30
A5
2:00 AM 18
15
30
A5

T T

Figure 140: Appointment Clinic Schedule Display — Undo No-show as Purple

The appointment status in the Pending Appointments Window changes to No Action
Taken.
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Date
0, 210

DEC 24, 2015213:45
DEC 25, 2015809:30
DEC 28, 2015809:20
DEC 29, 2015&408:00
JAN 05, 2016209:00

Clinic Status ;]

ESCUNICTTH  FUTURE
ES CUNICMWF  FUTURE

ES CLINIC SDAY  CANCELLED BY CLINIC
PULMONOLOGY €  FUTURE

ESCUNICTTH  FUTURE =

Pending Appointments

Figure 141: Undo No-show — Appointment Status No Action Taken
The Request closes and is relinked to the appointment.

6.3.6 Checking In a Patient

If a clinic location uses Veteran Point of Service (VPS) Vetlink and/or patient kiosks to
check in patients, continue to use VPS Vetlink and kiosks to check in patients. VS GUI is an
overlay to VistA, and like a VistA check in, a check in VS GUI will not reflect in Vetlink for

patient tracking.

To check in a patient for an appointment:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

3. In the Pending Appointments Window on the Ribbon Bar, point to the
appointment to be checked in.

The clinic schedule displays. For past appointment dates, the clinic schedule Clinic
Schedule opens defaulted to appointment date. For the current date (or appointment
date less than three days in future), the clinic schedule displays the current default

date.

4. Right-click Appointment.
5. Select Check In Patient.
Note: Check In is not available for appointments with future dates.
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Edit Appointment

= View Appointment
:E Cancel Appointment
j—l Undo Cancel Appointment
[ ‘ Check In Patient

| Undo Check In Patient

Check Qut Pztient

Undo Check Out Patient

M Mark as No Show

| Undo NoShow

I |17 (3]

L

2

Figure 142: Appointment Right-click Options — Check In Patient

The Appointment Check In dialog box opens. You can change the check in date and
time as needed.

ﬁ Appointment Check In E3 I
Patient Name: |ESTESTAARRY D
Checida Time: 12/18/2015 || @ 08:55:49 e
OK Cancel

Figure 143: Appointment Check In Dialog
6. Click OK.

The appointment color changes to yellow, which indicates the patient has checked in
for the appointment.
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Schedules

WSE ENH1 CLINIC
01/08 09:00-01/08 02:15 [3] 9, ‘ | Day || T
TEST.CHRISTIME 5‘
EEN: 3423 DO8: 5/25/1976| ™ 08 Sunday
g
= | 800AM 4
g 15 4
30 4
A5 4
9:00 AM |_TC :
15 4

Figure 144: Clinic Schedule Display — Check In Yellow

In the Pending Appointment Window on the Ribbon Bar, the appointment status
changes to ACT REQ/CHECKED IN.

Date Clinic Status -
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN
[JAN 08_2017@09:00 _VSE ENH1 CLINIC ACT REQ/CHECKED IN_] %
JAN 10, 2017@08:30  VSE ENH1 CLINIC FUTURE .
Pending Appointments

Figure 145: Pending Appointment Window — Status ACT REQ/CHECKED IN

6.3.7 Undo a Patient Check In
If a patient is checked in by mistake, the check in can be undone.
To undo a patient check in:
1. Logonto VS GUI as a Scheduler.

2. On the Clinic Schedule Grid, select the patient check in that needs to be
undone.

3. Right-click and then select Undo Check In Patient.
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Figure 146: Appointment Right-click Options — Undo Check In Patient

The Appointment changes color from yellow to purple.

Schedules
VSE ENH1 CLINIC |
01/08 09:00-01/08 09:15 [3] 'l?ﬁ'l Dy | Week
=
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LN
g
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Figure 147: Clinic Schedule Display — Undo Check In Patient Purple

On the Pending Appointment Window, appointment status changes to No Action
Taken.
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Date Clinic Status -

DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN

DEC 22, 2016@09:00 ESCLINIC MAX QB3 NO ACTION TAKEN

[JAN 08 _2017@09:00 VSE ENH1 CLINIC NO ACTION TAKEN | =
JAN 10, 2017@08:30 VSE ENH1 CLINIC FUTURE .

Pending Appointments

Figure 148: Pending Appointment Window — Appointment Status No Action
Taken

6.3.8 Check Out a Patient
To check out a patient:
1. Requires the SD SUPERVISOR key in VistA.
2. Logonto VS GUI as a Scheduler.

3. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

4. In the Pending Appointments Window on the Ribbon Bar, point to the
appointment to be checked out.
The Clinic Schedule displays.

e For a past appointment date, the Clinic Schedule opens on the default
appointment date.

e For the current date (or appointment date less than three days in future),
the schedule displays the current default date.

e For future dates, the schedule displays -/+ three days of the appointment
date.

5. Right-click and select Check Out Patient.
Note: Check Out is not available to select if Check In has not been performed.
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Figure 149: Appointment Right-click Option — Check Out Patient

6. Update the Appointment Check Out dialog box.

7. Confirm the date and time. Edit as needed.

Note: Check Out must be at least one minute after Check In.
8. Click OK.

The appointment status is changed to ACT REQ/Checked Out in the Pending
Appointment Window and the color changes to orange in Clinic Schedule.

Note: When the Scheduler clicks OK, if Follow-up Needed was checked, then the
new APPT Request dialog box opens. This APPT Request dialog box needs to
be completed before Patient Check Out is complete.
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“ii Appointment Check Out B ()

Patient Name: | TEST.CHRISTINE |

CheckOut Time: | 01/09/2017 2| @ | 00:0643 E
Follow-up Needed 1/9/2017 &
Description

Use this panel to check cut an appointment.

|m: ||Cance||

Figure 150: Appointment Check Out Dialog
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Figure 151: Clinic Schedule Display — Check Out Patient Orange

Date Clinic Status -
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN
JAN 08, 2017@09:00 VSE ENH1 CLINIC ACT REQ/CHECKED OUT| H
JAN 10, 2017@08:30 VSE ENH1 CLNIC FUTURE -
Pending Appointments 1

Figure 152: Pending Appointment Window — Status ACT REQ/CHECKED OUT
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6.3.9 Undo a Patient Check Out
If a patient is checked out by mistake, the checkout can be undone.
To check out a patient:
1. Requires the SD SUPERVISOR key in VistA.
Note: This will remove the encounter information associated with the visit.
2. Logonto VS GUI as a Scheduler.

3. On the Clinic Schedule Grid, select the patient check in that needs to be
undone.

4. Right-click and select Undo Check Out Patient.

<T CHRISTINE Edit Appointment

View Appointment

Schedules
VSE ENH1 CLINIC

01/08 09:00-01/08 09:15 (3] ‘

? | Day
TEST.CHRISTINE 3l
SSN: 3423 DOB:5/25/1976 0
w
o
% 800 AM_ Undo Check Out Patient
; 15|
30 _
3"15__ Jndo NoShow
oo e —
ar a

Figure 153: Appointment Right-click Options — Undo Check Out Patient

The Appointment changes color from orange to yellow.
Schedules
VSE ENH1 CLINIC
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Figure 154: Clinic Schedule Display — Undo Check Out Patient Yellow
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From the Pending Appointment Window, the appointment status changes to ACT
REQ/CHECKED IN.

Date Clinic Status -
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN
| JAN 08, 2017@09:00 VSE ENH1 CLINIC ACT REQ/CHECKEDIN | |=
JAN 10, 2017@08:30  VSE ENH1 CLINIC FUTURE .

Pending Appointments

Figure 155: Pending Appointment Window — Status ACT REQ/CHECKED IN

Note: Undoing the checkout will delete encounter information associated with this
visit.

6.3.10 Rescheduling an Appointment
You can cancel an appointment and reschedule it for another time.
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name.

3. Inthe Pending Appointments Window on the Ribbon Bar, point to and select
the appointment to be rescheduled.
The Clinic Schedule displays.

For a past appointment date, the Clinic Schedule opens to the default appointment
date.

For the current date (or appointment date less than three days in the future), the
schedule displays the current default date.

For future dates, the schedule displays -/+ three days of an appointment date.

4. On the Clinic Schedule Grid, select the scheduled appointment, and cancel per
section 6.2.3 Cancelling An Appointment.

5. Add the new appointment per section 6.1 Adding Appointments.
The box opens.

6. Click OK to move the appointment or click cancel if you do not want to move
the appointment.
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6.4 Multiple Appointment Requests and Appointments

Multiple Appointment Requests allow the scheduler to create requests and book a series of
appointments at one time for a patient.

6.4.1 Multiple Appointment Request
1. Log into VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name. Click
Search.

3. Inthe Request Type dialog box, select APPT to create a new request.
The Patient’s Eligibility Information dialog box opens.

4. Inthe Appointment Request dialog box confirm Patient Information details
and complete the Request Information section.

e Select the Clinic or Service/Specialty button. For Clinic, enter the name of
the clinic (minimum of two-characters required). For Service/Specialty, enter
the service or specialty (minimum of two-characters required).

e Enter the CID/Preferred Date for the preferred appointment date. The
scheduler can enter the date directly or select the date from the Calendar
control option.

e Select the Appointment Type (if not defaulted by patient eligibility and clinic
selection) then choose from the list.

e In Request By, select either Provider or Patient.

e If you select Provider, enter the provider’s name (three character minimum)
and select from list. If you select Patient , then the Provider field is dimmed
and you cannot edit that field.

e The Status is automatically populated.

a. Established — This indicates that the patient has been seen at that clinic stop code in
the past 24 months

b. New — This indicates that the patient has not been seen at that clinic stop code in the
past 24 months

The Multiple Appointments Required check box is enabled.
5. Click the box to enter a check mark.

e The Number of Appointments Required list is visible. Up to 60
appointments can be requested at one time.

e The Interval Between Appointments (In days) list is visible. Up to 30 days
between appointments can be requested at one time.
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Note: The combination of Number of Appointments Required and Interval
Between Appointments cannot exceed 24 months. If the selected combination
exceeds 24 months to complete, when the scheduler selects OK to complete the
Appointment Request, the MRTC Interval/Appt.# Dialog displays the message:
“The combination of requested appointments and the interval between
appointments exceeds 24 months. Adjust the number of requested appointments
and/or the interval between appointments so that the combined duration is less
than 24 months.” The adjustment must be made before the Multiple Appointment
Request can be completed.

MRTC Interval/Appt. # [ X

The combination of requested appointments and the interval between
appointments exceeds 24 months. Please adjust the number of requested
appointmentst andior the interval between appointments so that the
combined duration is less than 24 months.

Figure 156: MRTC Interval/Appt. # Dialog

e Text can be added in the Comment field up to 80 characters to add
information regarding the Appointment Request. For MRTC Requests, the
text displays in the Request Management Grid under the Comment column
after the {Day, Interval} information.

e Only the current comment entered is displayed although there is an Audit Log
of Uses that created previous comments.
6. Click OK.

The Find Appointment dialog box opens to allow the scheduler to book Multiple
Appointments at one time. See Section 6.4.2 for booking appointments from the
Find Appointment Dialog.

6.4.1.1 Note Regarding Parent and Child Appointment Requests

When booking Multiple Appointment Requests, the scheduler can click Close in the Find
Appointment dialog. If this is done prior to the first appointment in the series being booked
the Parent MRTC Request is placed in the Request Grid with a “P”” and a check mark in
MRTC Column. The {Day, Interval} requested in the Appointment Request displays in the
Comment column. Any text entered into the Comment field of the Appointment Request
dialog displays in the Comment column after the {Day, Interval} information. The MRTC
APPT Requests with Comments are flagged with a red arrow in the PT NAME column of the
Request Management Grid.

If the scheduler books the first appointment in the series and then clicks CLOSE in the Find
Appointment Dialog box, the Parent Request displays in the Request Grid. Additionally, the
remaining unbooked appointments display as individual Child MRTC Requests in the

VistA Scheduling Enhancements 109 March 2020
VS GUI User Guide



Request Grid with a check mark, not a “P” in the MRTC Column. The appointment
placement in the series as well as the number of total appointments requested display in the
Comments column. Any comments entered in the original MRTC Appointment Request
dialog box display in each individual Child Request after the {Day, Interval} information.

Selecting the Parent MRTC Request launches the Find Appointment dialog box and the
scheduler can continue booking all remaining appointments for the series from Find
Appointment. However, selecting a Child MRTC Request opens the Clinic Schedule and the
scheduler can only book the individual appointment following the same steps as adding an
appointment for an APPT Request (refer to Section 6.1.1). The Parent MRTC Request is not
removed from the Request Grid until all appointments in the series have been booked. A
Child MRTC Request is removed from the Request Grid at the time the appointment is
booked.
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Figure 157: MRTC Requests displayed in Request Management Grid

6.4.2 Adding Multiple Appointments from Find Appointment Dialog

When the scheduler clicks OK in the Appointment Request Dialog with Multiple
Appointments Required checked, the Find Appointment dialog box displays to allow the
scheduler to book Multiple Appointments at one time.

In the Find Appointment dialog box, the following information is displayed:

e Calendar in upper left corner. The CID/Preferred date entered in
Appointment Request is highlighted.

e The Clinic is the default on the list from the Appointment Request in the
Resources Section in the upper middle pane of the Find Appointment dialog
box. This field is editable and Clinics can be switched between appointments
as needed.

e Patient’s Time of Day and Day of Week preferences are the default in the
upper right pane of the Find Appointment dialog box. These can be
edited/adjusted as needed.

e The CID/Preferred date entered in Appointment Request is displayed under
the Time of Day and Day of Week preferences in the Find Appointment
dialog box with the label Original CID:. This data is not editable.
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Search is available if the availability needs to be recalculated due to date or
clinic changes.

The Multiple Appointments Required information is the default from the
Appointment Request in the middle of the Find Appointment dialog box. This
information is not editable.

CID displays a list of unbooked appointment dates. These dates are calculated
based on the date of the first appointment + the Interval Between
Appointments

For clinics with special instructions defined, Special Instructions displays in
the Search Results section of the Find Appointment dialog box. When clicked,
a Special Instructions dialog box displays with the defined information
available to review.

The clinic’s appointment length, variable length, and Max Overbook
settings display in the label in the Search Results section.

In the Search Results section, availability results display -/+ three Days of the CID
date for future dates. For current CID dates availability display Day 1 + six days in
Search Results field.

Note: Time of Day and Day of Week preferences limit availability results.

1.

Book Column allows the scheduler to select the time slot for booking an
appointment.

Start Time Column displays the start time of time slot.
End Time Column displays the end time of time slot.
Resource Column displays the name of the Clinic currently selected.

Slots Column displays available time slot count. Slots available for
overbooking display based upon the Scheduler’s security key allowances.

Note: Time Slots do not display if no availability is defined for that time
period for the clinic or overbooking has been reached beyond the scheduler’s
security key allowances.

Number of Available Slots: The count displays at the bottom of the Find
Appointment dialog box notifying the scheduler how many slots are available
for the selected CID date.

Next and Book buttons are disabled until first Time Slot(s) is selected for
booking.

Select a time slot in the Booking Column. If the clinic is Variable Length,
schedulers can select multiple appointment slots in the view to lengthen the
appointment time. The additional slots must all be adjacent to each other (stop
time of first = start time of second).

Note: If Clinic DISPLAY INCREMENTS PER HOUR is defined for a count less than
the defined LENGTH OF APP'T, then multiple Time Slots may need to be selected to
satisfy the Appointment Booking Requirements and enable the Book Button.

2.

Click Book.
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Note: If the selected time slot has reached its defined slot count and the scheduler has
the appropriate security keys to overbook, then a dialog box displays a message
alerting the scheduler that continuing with scheduling the appointment will result in

overbooking the selected time slot. The Scheduler can click OK to confirm

overbooking and continue to the New Appointment dialog box.
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Figure 158: Find Appointment Dialog
The New Appointment dialog box opens. The New Appointment dialog box has one

tab:
e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVVC Connected,
SC Percent, GAF (read only), and Svc Related check box.

o Appointment information section displays Start Time, Appt Type, Duration,
Clinic and Notes (Appointment Start Time; Duration on for appointments to
variable length (VL) Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with the appointment being added.

3. Confirm information in the New Appointment dialog box and add any
applicable text to the Notes section. Click OK.

The Print Letter? Dialog box displays.
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4. Click OK to Print the Patient Letter.
5.
The Closing Request dialog box displays “This request will be closed.”
6. Click OK.

The First MRTC Appointment is booked. The CID date in the Find Appointment
dialog box changes to the next appointment date in the series. The MRTC Booking
Status dialog box displays appointments as they are booked. An arrow points to date in
MRTC Series that is being booked and automatically updates as appointments are
completed.

Click Cancel to close dialog box and not print the Patient Letter.

The following information displays in the MRTC Booking Status dialog box:

e CID Date—Calculated by first booked appointment date and Interval
Requested.

e Appointment Date—the date selected when booking appointments.
e Resource—the Clinic name where the appointment was booked.
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Figure 159: Find Appointment Dialog and MRTC Booking Status Dialog
To book a second MRTC appointment:
1. Select a time slot for the second MRTC appointment in the series.
2. Click Book.
The New Appointment dialog box displays.

3. Confirm information in the New Appointment dialog box. Add any applicable
text to the Notes section, and then click OK.

The Print Letter? Dialog box displays.
4. Click OK to Print the Patient letter.
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Click Cancel to close dialog and not print the Patient Letter.

The Closing Request dialog box displays a message “This request will be
closed.”

5. Click OK.

The Second MRTC Appointment is booked. The CID date in the Find Appointment
dialog box changes to the next appointment date in the series. The Appointment date is
added in the MRTC Booking Status dialog box for the second appointment and the
arrow moves to the next appointment (if applicable).

Once all MRTC Appointments have been booked for the series, the Closing Request
dialog displays, “The Parent MRTC Request will be closed.”

If a clinic has a future inactive date and the CID date falls + three days after the
Inactivate Date, a gray label displays in the Search Results section of the Find
Appointment dialog box, “There are no slots available. The selected Clinic will be
deactivated on {Inactivation Date}. Select another clinic, and then click Search to
complete the MRTC request.”

To complete adding appointments for the series, the scheduler needs to change to an
appropriate clinic in the Resources section with availability and continue adding
appointments for the remainder of the series requests.
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Figure 160: Future Clinic Inactivation Date
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6.5 Overbooking Appointments

Schedulers can overbook appointments based upon the following rules:

The scheduler must have the Scheduling Overbook (SDOB) security key to
overbook up to the clinic’s Maximum (Max) Overbook (OB) definition.
Schedulers must have the Scheduling Master Overbook security key
(SDMOB) security key to schedule beyond the clinic’s Max OB definition.
Schedulers with both overbook security keys can overbook on any day that
has availability defined regardless of the clinic’s Max OB definition.
Schedulers cannot overbook if they are not assigned an overbooking security
key.

The Clinic must have availability defined for the day in question. If there is no
availability defined, then schedulers will not be able to overbook
appointments on that day regardless of the security key assigned to them.

Appointments cannot be overbooked prior to the start of the day’s clinic
availability.

6.5.1 Overbooking Appointments with SDMOB Security Key

Schedulers assigned the SDMOB security key can overbook anytime outside of the clinic’s
availability from the clinic’s start time to 11:59 p.m. even if the Max Overbook Limit defined
for a clinic has been reached.

To overbook an appointment with the SDMOB security key:

1.
2.

3.

Log into VS GUI as a Scheduler.

From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search and select the requested patient’s name. Click Search.

In the Request Management Grid select the APPT request.

The Clinic Schedule Grid displays the clinic’s schedule based upon the CID/Preferred
date of request. For past dates, the clinic schedule opens to the default CID/Preferred
date as Day 1 + six days. For the current date (or the CID/Preferred date less than
three days in the future), the clinic schedule displays the current default date as Day 1
+ six Days. For future dates, the clinic schedule displays -/+ three days of
CID/Preferred date.
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Figure 161: Clinic Schedule Display — APPT Request Future CID/Preferred Date

Note: For a newly created APPT request, the system automatically highlights the
APPT request and the Clinic Schedule displays.

In the Clinic Schedule Grid, select the time slot in gray that is within the clinic’s
hours, from the clinic’s start time to 11:59, or a date/time slot that has existing
overbookings.

Note: The Clinic Max Overbook limit displays in the Clinic Day Event notes.
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Figure 162: Max Overbook Limit
4. Right-click in the time slot.
The Add Appointment option displays.
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Note: The Create Walk In Appointment option is only available for selection on the
current date. It is not available for past or future CID/Preferred dates.

Note: Right-click options do not display if the selected time slot is for a day that has
no availability defined or is prior to the clinic’s start time.

B —
s
Add Appointment I

Create Walk-in Appomntment I

Figure 163: Appointment Right-click Options — Add Appointment
5. Select Add Appointment.
The Overbook message displays.
6. Click OK.
The View Appointment dialog box displays as well as the Patient Eligibility dialog
box.

e The Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVC Connected,
SC Percent, GAF (read only), and Svc Related check box.

o Appointment information section displays Start Time, Appt Type, Duration,
Clinic and Notes (Appointment Start Time; Duration on for appointments to
VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with an appointment being added.
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Figure 164: View Appointment Dialog — Appointments
7. Add any applicable Notes to the appointment. Click OK.
The Print Letter? Dialog displays.
8. Click OK to print the Letter to the patient.
Click Cancel to not print letter.

Print Letter? !Ii |

o Print the Patent Letter?

ok | [ comsl |

Figure 165: Print Letter? Dialog

The Closing Request dialog box opens.
9. Click OK.
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Figure 166: Closing Request Dialog
e The APPT Request is removed from the Patient Request Management Grid.
e The Next request for the patient is moved up and highlighted.
e The Clinic Schedule closes.

e The New appointment displays in the Pending Appointment Window on the
Ribbon Bar.

10. Select an appointment from the Pending Appointment window to view it in the
Clinic Schedule Grid.

e The clinic schedule opens.

e For past dates, the clinic schedule opens to the default appointment date.

e For the current date (or appointment date less than three days in future), the
clinic schedule defaults to the current date.

e For future dates, the clinic schedule displays -/+ three days of the appointment
date.

e The Overbook count increases in the Clinic Schedule time slot and in the Time
Slot Viewer. If the appointment count has filled the time slot, hover over the
window to show the slot count.
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Figure 167: Clinic Schedule Display — Overbook Appointment
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6.5.2 Overbooking Appointments with SDOB Security Key

Schedulers who are assigned the SDOB security key can overbook outside of the clinic’s
availability from the clinic start time to 11:59 p.m. Schedulers cannot overbook past the Max
Overbook Limit defined for a clinic.

To overbook an appointment with the SDOB security key:

1. Log into VS GUI as a scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

3. If creating a new request, click the New Req button in the Actions pane of the
ribbon bar. In the Request Type dialog box, select APPT and then click OK
to create a new request.

Note: Refer to Section 5.1.2 Adding Appointment Request for steps on adding new
APPT Request.

" | Request Type ==
What type of request is nesded?
2 APPT
Pt 5ch
O Cancel

Figure 168: Request Type
4. Select APPT request in the Request Management Grid.

The Clinic Schedule Grid displays the clinic’s schedule based upon the CID/Preferred
date of request. For a past date, the clinic’s schedule opens to the default
CID/Preferred date as Day 1 + six days. For a current date (or CID/Preferred date less
than three days in future), the clinic’s schedule displays the current default date as Day
1 + six days. For future dates, the clinic schedule displays -/+ three days of
CID/Preferred date.

Note: For a newly created APPT request the system automatically highlights the
APPT request and the Clinic Schedule displays.
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Figure 169:
5.

Clinic Schedule Display — APPT Request Future CID/Preferred Date

In the Clinic Schedule Grid, select the time slot colored in teal that is within
the clinic’s hours, close of clinic hours to 11:59 p.m., or a date that does not

already have existing overbooks.
Note: The Clinic Max Overbook limit displays in the Clinic Day Event notes.
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Figure 170: Overbook After Hours Time Slot
6. Right-click the time slot.
The Add Appointment option displays. The Create Walk In Appointment opti

on is

only available for selection on the current date. It is not available for past or future

CID/Preferred dates.

Note: Right-click options do not display if the selected time slot is for a day that has
no availability defined, is prior to the clinic’s start time, or the Max Overbook limit

has been met for the day.
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Add Appointment

Ik-in Appontment

Create W3

Figure 171: Appointment Right-click Options — Add Appointment
7. Select Add Appointment.
The Overbook message displays.

Cherbook X

Figure 172: Overbook Confirmation Dialog
8. Click OK.
The New Appointment dialog box displays, as well as the Patient Eligibility dialog box.

e Appointments Tab:
o Patient Information Section displays Name, DOB, SSN, SVC Connected,
SC Percent, GAF (read only), and Svc Related check box.

o Appointment information section displays Start Time, Appt Type, Duration,
Clinic and Notes (Appointment Start Time; Duration on for appointments to
VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with the appointment being added.
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Figure 173: New Appointment Dialog
9. Add any applicable Notes to the appointment. Click OK.
The Print Letter? Dialog box displays.
10. Click OK to print the Patient Letter.
11. Click Cancel to exit the dialog box and not print the Patient Letter.

Print Letter? l

0 Print the Patent Letter?

o« | o]

Figure 174: Print Letter? Dialog
The Closing Request dialog box opens.

12. Click OK.

Closing Request E3 |

0 This request vall be closed,

[Ese]

Figure 175: Closing Request Dialog
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The APPT Request is removed from the Patient Request Management Grid. The Next
request for the patient is moved up and highlighted.

The Clinic Schedule closes.
The New appointment displays in the Pending Appointment window in Ribbon Bar.

13. Select an appointment from the Pending Appointment window to view it in the
Clinic Schedule Grid.

The clinic schedule opens. For past dates, the clinic schedule opens to the default
appointment date. For the current date (or appointment date less than three days in
future), the clinic schedule displays the current default date. For future dates, the clinic
schedule displays -/+ three days of appointment date.

The Overbook count increases in the clinic schedule time slot and in the Time Slot
Viewer. If the appointment count has filled the time slot, hover over the window to
display the slot count.

L2017 o || Skl
VSE ENHL CLINK

DL L0210 1Y

# Clinic Schedule Grid
displaysin teal for after
hours and Overbook count
displaysin the Clinic
Schedule Grid on the
correct slot as well as the
Time Slot Viewer.

Clinic Scheciales

Chnes Schedules
Fraeer Loreduies

CunizGroups - || |Availabikty.  EEUnavailable [ avadable I Overbesok Appomtments:

Figure 176: Clinic Schedule Display — Overbook Appointment After Hours

6.6 Variable Length (VL) APPT

Scheduling appointments can typically be done in fixed length intervals based upon the
clinic’s definitions. However, a clinic can be setup as a Variable Length (VL) clinic, which
allows a user to schedule an appointment for an extended amount of time as needed rather
than scheduling multiple appointments.

6.6.1 Identifying a VL Clinic:
To identify if a clinic is set up for VL scheduling:
1. Logonto VS GUI.

2. From the Clinic Schedules, type the clinic’s name (two-character minimum) or
the clinic’s abbreviation (two-character minimum).
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The selected clinic’s schedule displays the default, the current date as Day 1 + six
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Figure 178: Clinic Schedule Grid

To confirm whether VL appointments can be booked at a clinic, view the All Day
Event Bar in the Clinic Schedule Grid. The clinic’s defined appointment length and
max overbooking limit are displayed. If the clinic is designated as a variable length
clinic, the letters “VL” display before the appointment length.

| pay [ Week..|| Month | Timelne |
i 19 Saturday

VL 30 min Appt | Max OB: 1

8 AM 3

Figure 179: VL Indicator
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6.6.2 Add a VL APPT
Toadd a VL APPT:
1. In the clinic schedule, select the time slot that the APPT shall begin.
2. Highlight consecutive time slots and select Add Appointment
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Figure 180: Consecutive Time Slots
3. Right-click and select Add Appointment.
The New Appointment dialog box displays.
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4. The New Appointment dialog box appears. Confirm that the appointment
duration reflects the correct amount of time.

Note: You can also edit the appointment length using the duration field.

5. Click OK.

The Print Letter? Dialog box opens.

6. Print the letter if appropriate. Click cancel, if you do not want to print the

letter.

The Closing Request dialog box displays a message “This request will be closed”.

7. Click OK.

The New APPT displays in the Pending Appointment window.
8. Select the APPT from the Pending Appointment window.

The Clinic Schedule displays the booked APPT spanning three time slots, which
indicates a VL APPT.
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Figure 182: Clinic Schedule Display — Appointment Length Extended

6.7 Compensation and Pension (C&P) APPTs
6.7.1 Add a C&P APPT Request

1. Log into VS GUI.

2. From the Tasks tab, type the patient’s last name and the first name in the
Search text box, or any other search method such as first initial of last name
plus last four of SSN, full SSN, or at least three characters of last name. Click
Search, and then select the requested patient’s name from the list.

Click the New Req button in the Actions pane.
Select the APPT Request Type.
Complete the APPT Request dialog box.
Refer to Section 5.1.2 for instructions on completing APPT Request dialog.
6. Select the appropriate Clinic for the C&P appointment.
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7. Enter the CID/Preferred Date.
8. In Appointment Type list, select C&P.
9. Click OK.
The APPT Request displays on the patient’s Request Management Grid.

6.7.2 Add a C&P APPT for Pending 2507 Request NOT Previously
Linked to Appointment

1. Loginto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of last name and last four of the SSN (e.g. S1234), or any
other search method such as full SSN, or at least three characters of last name.
Click Search, and then select the requested patient’s name.

In the Request Management Grid, select pending C&P APPT Request.
In the Clinic Schedule Grid, click the open time slot.
5. Right-click, and then select Add Appointment

Note: The Create Walk-In Option is available if the current day is selected in the
Clinic Schedule.
The New Appointment dialog box displays.

Confirm the Appointment Type is listed as C&P. If not, select the Appointment
Type from the list.

Add any applicable APPT information to the Notes section.
6. Click OK.
The Dialog box displays:

|

AMIE C&P EXAM TRACKING record updated.

OK

Figure 183: TRACKING Record Updated

Note: If the patient did NOT have a pending 2507 Request on file a dialog box
opens:
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You have made a C&P appointment for a patient who has no pending 2507
. request!

Figure 184: C&P Appointment for Patient with No Pending 2507 Request
7. Click OK.
The Print Letter? Dialog box displays.
8. Click OK to print the Patient Letter.

Click Cancel to exit the dialog box and not print the patient letter.
The Closing Request Dialog box displays a message - “This request will be
closed.”

9. Click OK.

The New C&P APPT displays in the Pending Appointment window and the
Automated Medical Information Exchange (AMIE) Tracking Link is updated.

6.7.3 Add a C&P APPT for Pending 2507 Request Already Linked to
APPT NOT Due to Cancellation

1. Loginto VS GUI.

2. From the Tasks tab, type the patient’s last name and the first name in the
Search text box, or any other search method such as first initial of last name
plus last four of SSN, full SSN, or at least three characters of last name. Click
Search, and then select the patient’s name with the pending C&P APPT
Request from the list.

In the Request Management Grid, select pending C&P APPT Request.
In the Clinic Schedule Grid click an open time slot.
Right-click on open time slot, and then select Add Appointment.

Note: The Create Walk-In Option is available if the current day is selected in the
Clinic Schedule.

The New Appointment dialog box opens.
6. Confirm the Appointment Type is listed as C&P. If not, select it from the list.
7. Click OK.

The C&P requests dialog box displays the following information:
e Name: Veteran’s name
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e Request Date: Date 2507 Request created

LN Comp & Pension Requests - 101 X
Please select a Compensation and Pension Request.
Name I Request Date
ESTEST,EMS L Jan 07, 2016@07:49:57
«| | ]
OK Y
Figure 185: C&P Requests Dialog
8. Select the appropriate 2507 Request from the list.
9. Click OK.
The C&P Request dialog box displays an option to select Yes or No:
Comp & Pension Request
This 2507 already has appointments. Is this appointment due to a
cancellation?
i es Mo
Figure 186: C&P Request Due to Cancellation Dialog
10. Click No.
A message update dialog box displays:
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|

AMIE C&P EXAM TRACKING record updated.

OK

Figure 187: AMIE C&P EXAM TRACKING Record Updated
11. Click OK.
The Print Letter? Dialog box opens.
12. Click OK to print the Patient Letter.

Click Cancel to exit the dialog box and not print the Patient Letter.

The Closing Request dialog box displays the message: “This request will be
closed.”

The New C&P Appointment displays in the Pending Appointment window and
shows the AMIE Tracking Link is updated.

6.7.4 Add a C&P APPT for Pending 2507 Request due to Clinic
Cancellation
1. Log into VS GULI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name. Click
Search.

3. In the Request Management Grid, select pending C&P APPT Request.
4. In the Clinic Schedule Grid, click the open time slot.
5. Right-click the time slot, and then select Add Appointment.

Note: The Create Walk-In Option is available if the current day is selected in the
Clinic Schedule.
The New Appointment dialog box opens.

Confirm the Appointment Type is listed as C&P. If not, select the Appointment Type
from the list.

6. Click OK.
The C&P Requests dialog box displays the following information:

e Name: Veteran’s name
e Request Date: Date 2507 Request created
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Please select a Compensation and Pension Request.

- | O X

Name | Request Date

ESTEST,EMS L Jan 07, 2016@07:49:57

4 | ]
oK
Figure 188: C&P Requests Dialog
7. Select the appropriate 2507 Request from the list.
8. Click OK.
The C&P Request displays the option to select Yes or No:
Comp & Pension Request
This 2507 already has appointments. Is this appointment due to a
cancellation?
i Yes Mo
Figure 189: C&P Request Due to Cancellation Dialog
9. Click Yes.
The C&P APPT Links dialog box displays the following information:
e Initial Appointment Date
e Clock Stop Appointment Date
e Current Appointment Date
e Clinic Name
VistA Scheduling Enhancements 133 March 2020
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Please select a Compensation and Pension Request Appointment Link.

Initial Appt I ClockStop Appt l Current Appointment | Clinic
MAR 23,2016@11:00 MAR 23,2016@11:00 FEB 24,2016@08:15 C&P CLINIC
Kl | »
OK Cancel

Figure 190: C&P Request APPT Links Dialog
10. Click OK.
Note: If the scheduler clicks Cancel, the following dialog box opens:

‘You have not selected the linked appointment being rescheduled. You may
need to adjust the link to the appointment with the AMIE link management
option to ensure proper processing time calculation For this 2507,

Figure 191: C&P APPT Links Due to Veteran Cancellation or No Show

The C&P APPT Links dialog box displays a message with the option to select Yes or

No:
C&P Appt Links
Is this appointment due to a veteran requested cancellation or 'No Show'
Yes No I
Figure 192: C&P APPT Links Due to Cancellation Dialog
11. Click No.
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A Dialog box displays a message about the C&P appointment.

Adjusting C&P appointment link for 2507 request dated Jan 07, 2016,
Remember to cancel the appointment for OCT 10,2016,

Figure 193: C&P APPT Links Adjustment Dialog
12. Click OK.
The Print Letter? Dialog opens.
13. Click OK to print the Patient Letter.
Click Cancel to exit the dialog box and not print the Patient Letter.

The Closing Request dialog box displays a message: “This request will be closed.”

The New C&P APPT displays in the Pending Appointment window and shows the
AMIE Tracking Link is updated.

Note: The previous appointment linked to the 2507 Request must be manually
dispositioned.

6.7.5 Add C&P APPT for Pending 2507 Request due to Veteran
Cancellation/No Show

1. Log into VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

3. In the Request Management Grid, select pending C&P APPT Request.
4. In the Clinic Schedule Grid, click an open time slot.
5. Right-click the time slot, and then select Add Appointment.

Note: The Create Walk-In Option is available if the current day is selected in the
Clinic Schedule.

The New Appointment dialog box opens.

6. Confirm the Appointment Type is listed as C&P. If not, select the Appointment

Type from the list, and then click OK.

The C&P Requests dialog box displays the following information:
e Name: Veteran name
e Request Date: Date 2507 Request created
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Please select a Compensation and Pension Request.

Name | Request Date
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OK
V7

Figure 194: C&P Requests Dialog
7. Select the appropriate 2507 Request from the list.
8. Click OK.

The C&P Request dialog box displays information about the appointment and the
option to select Yes or No:

Comp & Pension Request

This 2507 already has appointments. Is this appointment due to a
cancellation?

i Yes Mo

Figure 195: C&P Request Due to Cancellation Dialog
9. Click Yes.
The Comp & Pension Appointment Links dialog box displays the following information:
¢ Initial Appointment Date
e Clock Stop Appointment Date
e Current Appointment Date
e Clinic Name
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M Comp & Pension Request Appointment Links _ O] %

Please select a Compensation and Pension Request Appointment Link.

Initial Appt | ClockStop Appt | Current Appointment | Clinic
MAR 23,2016@11:00 MAR 23,2016@11:00 FEB 24,2016@08:15 C&P CLINIC
« | »
OK Cancel

Figure 196: C&P Request APPT Links Dialog
10. Click OK.
Note: If the scheduler clicks Cancel instead of OK, the following message displays:

‘You have not selected the linked appointment being rescheduled. You may
need to adjust the link to the appointment with the AMIE link management
option to ensure proper processing time calculation For this 2507,

Figure 197: C&P Canceled APPT Links Dialog Warning
The C&P Appt Links dialog box displays the option to select Yes or No:

C&P Appt Links

Is this appointment due to a veteran requested cancellation or 'No Show'

Yes Mo I

Figure 198: C&P APPT Links Due to Veteran Cancellation or No Show
11. Click Yes.
A message update dialog box displays:
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|

AMIE C&P EXAM TRACKING record updated.

OK

Figure 199: AMIE C&P EXAM TRACKING Record Updated
12. Click OK.
The Print Letter? Dialog box displays.
13. Click OK to print the Patient Letter.

Click Cancel to exit the dialog box and not print the Patient Letter.
The Closing Request dialog box displays a message: “This request will be closed.”

The New C&P APPT displays in the Pending Appointment window and Shows the
AMIE Tracking Link is updated.

Note: The previous appointment linked to the 2507 Request must be manually
dispositioned.
6.7.6 Disposition APPT Linked to Pending 2507 Request
1. Log into VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234), or
any other search method such as full SSN, or at least three characters of last
name. Click Search, and then select the requested patient’s name. Click
Search.

3. In the Pending Appointment window, select the pending C&P APPT linked to
the pending 2507 Request.

4. In the Clinic Schedule Grid, click the appointment.
Right-click the appointment and the following options are available to select:
e Edit Appointment

e View Appointment
e Cancel Appointment

6. Select Cancel Appointment.

The Cancel Appointment dialog box displays. See Section_6.3.3 for detailed
instructions on completing the Cancel Appointment dialog.

7. Select Appointment Cancelled By.
8. Select Reason for Cancellation.
Edit CID/Preferred Date if applicable.
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9. Enter Remarks.
10. Click OK.

A Dialog box displays an update message:

The associated 2507 request link has been updated

Figure 200: C&P Cancel APPT Associated 2507 Request Updated
Note: If the C&P APPT was NOT linked to the 2507 request, the following message
displays in dialog box:

Appointment NOY 15,2016@09:00 was not linked to a 2507 request or was
manually rebooked and linked to another appointment. (If the appointment
was manually rebooked, vou do not want to auto-rebook. )If the
appointment was not properly linked, it will need to be linked with the
AMIESC&P appointment link management option.

Figure 201: C&P Cancel APPT NOT Linked to Pending 2507 Request
11. Click OK.

The APPT status is updated in the Pending Appointment window. The APPT is
removed from the Clinic Schedule and the AMIE Link is updated.

6.8 VA Online Scheduling (formerly Veterans Appointment
Request (VAR))

Note: Note: VA Online Scheduling requests will NOT be processed in VS GUI at this
time due to a number of enhancements that will be added at a later date. The SDECZ
REQUEST Kkey is held in reserve until that time. If a user has the key in their VistA
account now, it will give them an error each time they log in as the service cannot
connect to the mobile request service.

VA Online Scheduling requests will eventually interface with VS GUI requests,
including:

e Schedule an appointment requested in VA Online Scheduling through the VS
GUI interface, fulfilling that request..

e View appointment requests within the GUI.
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e Communicate or message the Veteran from within the GUI up to a limit of
four times.

e Close out requests from within the GUI.

7 Clinics

7.1 Tasks Tab
7.1.1 Viewing Clinic Schedule Availability

The VS GUI displays a consistent color visual indicator for a clinic’s workable hours
including bookable holidays, non-workable hours including non-bookable holiday, clinic
cancellation, and no availability as follows:

Table 1: Clinic Schedule Availability

Appointment Availability Type Color
Available Slots/Hours of Operation White
Unavailable/ Non-workable hours during day Teal
with availability defined (i.e. clinic lunch

breaks).

Cancelled Availability for Clinic—Partial Teal + hash mark (\\)
and All Day Cancellation.

Holiday but bookable White
Holiday but NOT bookable Gray
No availability defined for day (i.e. Saturday Gray
or Sunday).

No availability defined for the clinic Gray

To search for a clinic and view the clinic schedule:

1. From the Tasks tab, on the Clinic Schedules, enter a partial name of a clinic
(two character minimum).
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Figure 202: Clinic Schedules Search

2. Select the desired clinic from the returned list.
The selected clinic schedule displays.
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Figure 203: Clinic Schedules Display — Available and Unavailable
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Figure 206: Clinic Schedules Display — Holiday Unbookable
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Figure 207: Clinic Schedule Display — No Availability Defined

7.1.2 Viewing Clinic’s Availability Cancellation

The Clinic Schedule displays full or partial day cancellation in gray + \\ over the cancelled
time slots.
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Figure 208: Clinic Schedule Display — Whole and Partial Day Cancel
Availability
7.1.3 Viewing the Clinic’s Length of APPT and Max OB

A label in the All Day Event Bar displays the Length of APP and Max OB values defined for
the selected clinic.
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Figure 209: APPT Length and Max OB Allowed

7.1.4 Viewing the Clinic’s VL Indicator

For clinics defined as Variable Length, a flag “VL” displays before the Length of
Appointment information in the All Day Event Bar in the Clinic Schedule Grid.

Note: Refer to Section 6.6.2 on How to Add VL APPT.
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Figure 210: VL Indicator
7.1.5 Viewing the Clinic’s Special Instructions

To display a clinic’s special instructions:

1. From the Tasks tab, on the Clinic Schedules, enter a partial name of a clinic
(two characters minimum).

2. Select the desired clinic from the returned list.

The selected clinic schedule displays and the Special Instruction Indicator
displays in the All Day Event Bar in the Clinic Schedule.

3. Click the Special Instructions indicator to display the Special Instructions.
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Figure 211: Special Instructions Indicator

7.1.6 Viewing Clinic’s Available Slots
The Time Slot Count for availability displays as follows:

e 0-9 and j-z —denote available slots where j=10,k=11...z=26.

e Upper Case Letters A-W denote overbooks, with A being the first slot to be
overbooked and B being the second for that same time, etc.

e Special characters *,$,!,@,# denote overbooks or appointments that fall
outside of a clinic’s regular hours.

VistA Scheduling Enhancements 145 March 2020
VS GUI User Guide



02 Tuesday 03 Wi

3 [ JAvailable [ Overbook

L ESEEE | [ — =
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Figure 213: Overbook Time Slot Count

7.1.7 The Time Slot Viewer

The Time Slot Viewer displays to the left of the Clinic Schedule Grid. It displays APPT
information per selected time slot. For APPTs booked in the time slot, the full patient’s name
displays in a list in the order they were added to the time slot.

1. From the Tasks Tab, on the Clinic Schedules, enter a partial name of a clinic
(two-character minimum).
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2. Select the desired clinic from the returned list.

The selected clinic schedule displays.

Note: Time Slot Viewer can be expanded or minimized in Clinic Schedule Grid.
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Figure 214: Minimized Time Slot Viewer
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Figure 215: Expanded Time Slot Viewer

When you select a time slot from the Clinic Schedule it populates the Time Slot Viewer with
the following information:
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o Date/Time of the Time Slot.
e Available slot count left for the time slot.

e Alist of patient names in the order they were booked, for any APPTSs
scheduled in the time slot.
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Figure 216: Time Slot Viewer Displays Slot Details

For booked APPTSs, right-click to extend action options that are available from Time
Slot Viewer, the same as in the Clinic Schedule Grid.

Schedules
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Undo Cancel Appointment

Check In Patient
Undo Check In Patient
Check Cut Patient

Undo Check Out Patient

Mark as No Show

Figure 217: Time Slot Viewer Right-click—Edit, View, Cancel
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The Check In Patient command from the Time Slot Viewer is the same as from the Clinic
Schedule Grid.

Edit Appointment
View Appointment
Cancel Appointment

- . n
Undo Cancel Appointment

Check In Fatient

Undo Check In Patient
Check Cut Patient
Undo Check Out Patient
Mark as Mo Show

Undo NoShow
Expand Entry

Figure 218: Time Slot Viewer — Check In Patient

The Check Out Patient command from the Time Slot Viewer is the same as from the Clinic
Schedule Grid.

 Schedules -
ES CLINIC SDAY

; | 12/18 10:00 - 12/1810:20 {2]  *' Day G
2 A 18 Friday
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Figure 219: Time Slot Viewer — Check Out Patient

The Mark as No Show command from the Time Slot Viewer is the same as from the Clinic
Schedule Grid.
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Figure 220: Time Slot Viewer — Mark as No Show

The Expand Entry command from the Time Slot Viewer is the same as from the Clinic

Schedule Grid

Edit Appointment
Wiew Appointment

Cancel &ppeointment

Undo Cancel Appaointment

Check In Patient

he

- ke )

o

Mark as Ma Show

Expand Entry

7.1.8 Viewing Provider Availability

To search for a provider and view the provider’s schedule.

1. From the Tasks tab, under the Request grid calendar, select Provider
Schedules.
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Figure 222: Provider Schedules

2. Enter a partial name of a provider (three characters minimum). Select the
desired provider from the returned list.
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Figure 223: Provider Schedules Selection List
The selected provider schedule displays.
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Figure 224: Provider Schedule Display

The provider’s availability displays across all clinics. If the provider has only one
clinic, that clinic’s schedule and availability appear.
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7.1.9 Viewing Clinic Group Availability
To search for a clinic group and view the clinic group’s schedule:

APPT.

Figure 225: Provider Schedules Booked APPTs
Available APPT slots display as white space, which a scheduler can select to add an

The APPTs display with the name of the patient in a specific Clinic Schedule time

slot.

Time slots in the Clinic Schedule that appear dimmed indicate they are not available
therefore; schedulers are unable to add APPTSs for those specific slots.

Note: Refer to Section 6 for APPT Management instructions on how to Add, Check-
In, Checkout, and Cancel APPTs.

1. On the Tasks tab, point to the calendar of the Request grid, and then select
Clinic Groups.
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Figure 226: Clinic Groups
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2. Enter a partial name of a clinic group (two-character minimum).
3. Select the desired Clinic Group from the returned list.
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Figure 227: Clinic Groups Search Result List

The selected clinic group schedule(s) displays, starting with today’s date in the Day

VIEW.
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Figure 228: Clinic Groups Schedule Display
Note: Refer to Section 6 for the APPTs Management instructions on how to Add,

Check-In, Checkout, and Cancel APPTSs.

7.2 System Tab

The System tab requires the SDECZMGR security key to access the tab.

7.2.1 Viewing Clinic Availability Information
Clinic availability cannot be modified from the VS GUI.
To quickly search for clinic availability:

1. From the System tab, click Availability in the Resource Schedules section.

2.
3. Select the desired clinic and click OK.
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Figure 229: Clinic Availability Search

e The Schedule displays for the selected clinic. Primary Provider, Overbook
Limit, Inactive Date, and Reactive Date, as applicable, also display in the
Selected Clinic section.

e The Schedule also displays the number of APPTs per slot and the number of
slots total per APPT length (in minutes and total number of bookable
minutes).

e The Schedule uses the same visual coloration as the Clinic Schedule for
workable hours, non-workable hours, and no availability.
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Figure 230: Clinic Availability
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7.2.2 Adding and Removing Privileged Users

7.2.2.1 Add A Privileged User
To add a privileged user to a prohibited clinic:

1. On the System tab, click Scheduling Management.

2. Inthe Prohibited Clinic search box, type a partial or full name of the clinic
(minimum two characters).

3. Click Find.

A list of prohibited clinics displays.
4. Select the appropriate prohibited clinic.

A list of privileged users for the selected clinic displays.

N 2P scheduling Management = x|
#|| Clinics And Users | Clinic Groups

Users: Prohibited Clinics:
BHEESET T1L,UDAYA [rv oenmaL ==
OR . CHRISTINE

FREY, WILLIAM CHY DENTAL BARKER
HUEMILLER RONALD ™ II CHY DENTAL HYGIENE
IOHNSON, BRADLEY

TEST.CHRISTINE
TOMLIN,SBRIAN
WOEHRLE MARGIE
ZAVALA CHRISTINE A

Privileged Users:
AXIONA KARI -
P User ALVEREST,PHIL C

ATTEBURG,CEDRIC B
BENDICKSON,SAUL W

BOLMAN, PHIL E

DIMEGLIO, CORINNE L

DROLLINGER, CARMELA -
FRASHER RONNDS N =l

Description
Use the rescurces panel to define the set of dinical entities available for scheduling at this facility.
Rescources may include care providers (for example, dentists and physicians) or other kinds of scheduled

services, facilites or equipment. Click the small + sign next to the resource name to manage the users who
can schedule this rescurce.

Figure 231: Clinics and Users

5. Select a user from the Users pane on the left side of the open window, and then
click Add User.
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20 ~chedubing fansoement

Clinics And Users | Clinikc Groups

Prohitsted Clinscs:
ICHV DENTAL Pt

Users:
BHEESET T1,UDAYA

DOCTOR.CHRISTINE
FREY, WILLIAM Y DENTAL 73
HUEMILLER RONALD H 11 Y DENTAL HYGIENE
IOHNSON, BRADLEY

I TOMUIN,BRIAN
ZAVALA CHEISTINE A

I | Privileged Users:
SPACER, SONJA 3 -1
SPAHN,NED L
Remove User 2
TABATT,OLLIE 3
WARK, GONZALO W
Remowve Al < <
WASPE MARILA S

ZAVALA, CHRISTINE A
ZURO WELLEY S j

Descripbon

Use the rescwrces panel to define the set of clinscal entities avaidable for scheduling at this faciity.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
soervices, facilities or equipment. Click the small + Sign Next o the rescource Name 1o Mmanage the users who
can schedule this resource.

O Canced

Figure 232: Add Privileged User

6. Click OK to add the user to the list of Privileged Users.
7. Please note: Only users with the VistA key SDECZMENU will show in the
user list.

7.2.2.2 Remove Privileged User
To remove a privileged user from a prohibited clinic:

1. On the System tab, click Scheduling Management.
2. Inthe Prohibited Clinic search box, type a partial or full name of the clinic
(minimum two characters).
3. Click Find.
A list of prohibited clinics displays.
4. Select the appropriate prohibited clinic.
A list of privileged users for the selected clinic displays.

5. Select a user from the Privileged User list for the selected prohibited clinic,
and then click Remove User.

If all privileged users need to be removed, click Remove All.
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it Scheduling Management B x|

Clinics And Users | Clinic Groups | A

Prohibited Clinics:
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Users:
BHEESET T1,UDAYA CiY DENTAL ! = J
DOCTOR,CHRISTINE
FREY,WILLIAM [ T& DEnvAL BARKER |
HUEMIEL ER.RONAED LY T CHY DENTAL HYGIENE
JOHNSON,BRADLEY
TEST,CHRISTINE
TOMLIN,BRIAN
WOEHRLE,MARGIE
ZAVALA,CHRISTINE A
‘ Add User I = =
SPACEK,SONJA J =
‘ Remove User SPAHN,NED L
TABATT,OLLIE J
WARK,GONZALO W
1 Remove All l lwase MARIA S
ZAVALA,CHRISTINE A ]
ZURO,KELLEY S j
— Description
Use the resources panel to define the set of dlinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
services, facilities or equipment. Click the small + sign next to the resource name to manage the users who
can schedule this resource.

Figure 233: Remove Privileged User
7.2.3 Creating Clinic Groups
To create a Clinic Group:
1. On the System tab, click Scheduling Management.
2. Select the Clinic Groups tab.
3. Click New Group.
4. Enter a name in the Clinic Group Name text box.
wnind ‘ CZ GROUP CLIINIC & PROV j ;_
| Edmcow | |z TEST Groue
=10l ]
‘;_ ;dn Idm.:GmupName | PacT TEAM i
‘1 Ok | cancei
1
“ Remowve All |

Description
Usetheraoucspandtodeﬁmd\emofdm-ulemwm scheduling at this facility.
Resources may include care p {for and physicians) or other kinds of scheduled
seMoes.fadkasotequpment Click the small + sign next to the rescurce name to manage the users who
can schedule this resource.

} ox Cancel

Figure 234: Create New Clinic Group
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5. Click OK.

6. Select the newly added Clinic Group.
7. Enter a partial name search for a Resource, and then click Find.

A resource can be a clinic or a provider that is active with an active person class.

ﬁ‘ Scheduling Management

clinics And Users | Clinic Groups | Access ©

CHY C&P AUDIO BRANT
CHY C&P COYLE

CHY C&P CRAIG

CHY C&P DENTAL
CHY C&P ENT

CHY C&P KILPATRICK
CHY C&P OPTOMETRY
CHY C&P RUSSELL
CHY C&P SIEGEL

CHY C&P TYSON

CHY C&P WEBSTER
CHY C&P WEINLAND

Resources:

CHY C&pP | I F———
—e - = New Group
CHY C&P ADLER

CHY C&P AUDIO Edit Group

Clinic Groups:

CZ TEST GROUP
CZ TEST GROUP II
NEW CZ GROUP
OT4 GROUP 1

r PACT TEAM

SOMETESTCROUP
SOMETESTGROUP 1

SOMETESTGROUP II
SOMETESTGROUP TTT

Resource List:

i

— Description

can schedule this resource.

Use the resources panel to define the set of clinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
services, facilities or equipment. Click the small + sign next to the resource name to manage the users who

‘ Cancel !

Figure 235: Find Resource

8. Select the appropriate resource to add to the Clinic Group, and then click Add

Resource.

If all of the resources listed from the search need to be added, click Add All.
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it Scheduling Management

Resources:

CHY C&pP

Find

| Clinics And Usels Clinic Groups | Access Groups

CHY C&P ADLER
CHY C&P AUDIO
CHY C&P AUDIO BRANT
CHY C&P COYLE

CHY C3R CRAIG.

| New Group

Edit Group

jRemoveGﬂmp

CHY C&P DENTAL

CHY GSPENT

CHY C&P KILPATRICK
CHY C&P OPTOMETRY
CHY C&P RUSSELL
CHY C&P SIEGEL

CHY C&P TYSON

CHY C&P WEBSTER
CHY C&P WEINLAND

Add All
Remove Resource

Remove All

Clinic Groups:

CZ TEST GROUP

CZ TEST GROUP II
NEW CZ GROUP

OT4 GROUP 1

PACT TEAM
SOMETESTGROUP
SOMETESTGROUP 1
SOMETESTGROUP 11
SOMETESTGROUP ITT

Resource List:

CHY C&P AUDIO

— Description

can schedule this resource.

Use the resources panel to define the set of clinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
services, facilities or equipment. Click the small + sign next to the resource name to manage the users who

OK

Cancel

Figure 236: Add Resource to Clinic Group
9. Click OK to add the clinic group to the list.

7.2.4 Removing a Resource from a Clinic Group
To remove a resource from a Clinic Group:

1. On the System tab, click Scheduling Management.

2. Select the Clinic Groups tab.
3. Select a clinic group to be edited from the Clinic Groups list.

Resources defined for the Clinic Group are displayed in the Resource List box.

4. Select a resource to remove, and then click Remove Resource.

If all resources need to be removed, click Remove All.

#F Scheduling Mana
| Clinics And Users | Ci

Resources:

chy c&f

Find
New Group

CHY C&P ADLER

CHY C&P AUDIO

CHY C&P AUDIO BRANT
CHY C&P COYLE

CHY C&P CRAIG

CHY C8P DENTAL
CHY C&P ENT

CHY C&P KILPATRICK
CHY C&P OPTOMETRY
CHY C&P RUSSELL
CHY C&P SIEGEL

CHY C&P TYSON

CHY C&P WEBSTER
CHY C&P WEINLAND

Edit Group ‘

Remove Group |

Add Resource

Add Al |

Remove All

Clinic Groups:

CZ GROUP IV
CZ TEST GROUP

CZ TEST GROUP II
NEW CZ GROUP
OT4 GROUP 1

PACT TEAM
SOMETESTGROUP
SOMETESTGROUP I
SOMETESTGROUP TT

Resource List:

(I

[~ Description

servi
<an schedule this resource.

Use the resources panel to define the set of clinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
ices, facilites or equipment. Click the small + sign next to the resource name to manage the users who

oK

Cancel

Figure 237: Remove Resource from Clinic Group
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8 Reports

The Reports tab allows you to view and print various reports. The Reports tab requires the
SDECZMGR manager security key to access the tab. The following selections and reports
are available:

e Audit Activity

e Clinics
711_ Tasks System Reports
5. IS
Audit Clinics
Aty
Reports

Figure 238: Reports Tab Selections

8.1 The Audit Activity Report

8.1.1 Generating an Audit Activity Report for an Individual Scheduler
To view Audit Activity for an individual scheduler:
1. From the Reports tab, select Audit Activity.
The Audit Activity dialog displays.
2. Select the individual scheduler’s name from the list.

3. Select Start Date and End Date. You can type the date or select it from the
calendar.
‘ 51 Audit Activity [l )

Scheduler: Start Date: End Date:
HOLLNGSWORTHKAREN M = | 5/20/2017 = | 6472017 B | ViewAuditReport | | Export Audit Report

SchedulerdEN T | Scheduler | PatientContacts [ | APPTEntries T | APPTAppointmentsMade [ | APPTClosed T | MRTCOpened T | MRTCClosed | EWLEntries T | EWLAppointmentsMade T | EWLClosed T | PtCSchEntries | PtCSchAppoir

520736666 HOLLINGSWORTH,KAREN M 0 2 1 1 0 0 0 0 0 0 0

Figure 239: Audit Activity Report — Individual Scheduler

The following columns display data for the selected scheduler, based upon the time frame
specified:

e SchedulerlEN (New Person File)

e SchedulerName

e PatientContacts

e APPTEnNtries

e APPTAppointmentsMade
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APPTClosed

EWLEntries

EWLAppointmentsMade

EWLClosed

Patient-Centered SchedulingAppointmentsMade
ConsultAppointmentsMade
AppointmentsCancelled

TotalActions

4. Click Close to exit the Audit Activity report dialog box.

8.1.2 Generating an Audit Activity Report for All Schedulers
1. From the Reports tab select Audit Activity.

The Audit Activity dialog displays.
2. From the Scheduler list select All.
3. Enter the Start Date and the End Date for the audit report.
4. Click View Audit Report.

The following columns display data for All Schedulers based upon the time frame
specified:

SchedulerlEN (Internal Entry Number — New Person File)
SchedulerName

PatientContacts

APPTENtries

APPTAppointmentsMade

APPTClosed

EWLEntries

EWLAppointmentsMade

EWLClosed

Patient-Centered SchedulingAppointmentsMade
ConsultAppointmentsMade
AppointmentsCancelled

TotalActions

Note: APPT columns include actions on RTC requests.

5. Click Close to exit the Audit Activity report dialog box.
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5] Audit Activity (=3[R
Scheduler Start Date: End Date:
ALL 5/28/2017 a | 62017 & | ViewAuditReport | | Export Audit Report
SchedulerlEN 17| Scheduler | PatientContacts [ | APPTEntries | APPTAppointmentsMade T | APPTClosed T | MRTCOpened /| MRTCClosed T | EWLEntries 7| EWLAppointmentshade 7| EWLClosed 7 | PtCSchEntries T | PtCSchipp *
-523736418 NADEAU,MARCY 0 0 o 3 o 0 o o 0 0 0
520736440 SMITHIRENE 0 4 4 4 o 0 0 0 0 0 0
7. MCKNIGHT ANGELA 0 62 30 a3 o 0 20 3 5 0 0 A
ZAVALA CHRISTINE A 0 0 0 o o 0 o o 0 0 0 Tl
HILL DESIREE 0 0 0 0 o 0 0 0 0 0 0
HUEMILLERRONALD HIT | 0 0 0 0 0 0 0 0 0 0 0
CLARK SHANE 0 0 0 o o 0 o o 0 0 0
CRUSEEDGAR D 0 0 0 o o 0 o o 0 0 0
520736665 SCHUSTER BARBARA 0 0 o 0 o 0 0 0 0 0 0
520736666 HOLLINGSWORTH KAREN M| 0 2 1 1 o 0 o o 0 0 0
520736667 MCKETTRICK KIBEIE 0 0 0 o o 0 o o 0 0 0
520736668 RUFFINLONNIE M 0 0 0 0 o 0 0 0 0 0 0
520736669 SMITHBRENT D 0 0 0 0 o 0 0 0 0 0 0
520736670 WALTARLSTEVEN 0 0 0 o o 0 o o 0 0 0
Totals 0 82 15 2 0 0 3 3 6 0 0
[l
Close

Figure 240: Audit Activity Report — All Schedulers

8.1.3 Working with Audit Activity Report Data

8.1.3.1 Sorting by Column Header

1. Log into VS GUI.
2. Select the Reports tab.
3. Select Audit Activity from the Reports section.

The Audit Activity dialog box displays for all schedulers defined in the New
Person file (#200).

The following data displays on the screen for the selected scheduler:
e SchedulerlEN (New Person File)

e SchedulerName

e PatientContacts

e APPTEntries

e APPTAppointmentsMade

e APPTClosed

e EWLEntries

e EWLAppointmentsMade

e EWLClosed

e Patient-Centered SchedulingAppointmentsMade
e ConsultAppointmentsMade

e AppointmentsCancelled

e TotalActions

4. Select the applicable column header to change the sort order for the report by
data specified in a different column.
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e To sort data in the specified column in ascending order, click the column
header.

e To sort data in the specified column in descending order, click the column
header a second time.

5. Click Close to exit the Audit Activity Report dialog box.

5] Audit Activity =N
Scheduler: Start Date: End Date:
ALL . 5/20/2017 & | em/017 m | ViewAuditReport | | Export Audit Report
ScheduledEN T | Scheduler T | PatientContacts T | APPTEntries 7 | APPTAppointmentsMade | APPTClosed T | MRTCOpened T | MRTCClosed T | EWLEntries T7 | EWLAppointmentsMade T | EWLClosed T | PtCSchntries T | PtCSchipp
520736418 NADEAU,MARCY 0 0 0 3 0 0 ] 0 0 0 0
520736512 ZAVALA CHRISTINE A 0 0 0 0 0 o 0 0 0 0
520736514 HILL DESIREE 0 0 0 0 0 0 o 0 0 0 0 |
520736515 HUEMILLERRONALD HI 0 0 0 0 0 0 o 0 0 0 0 7
520736600 CLARK SHANE 0 0 0 0 0 0 o 0 0 0 0
520736664 CRUSE EDGAR D 0 0 0 0 0 0 o 0 0 0 0
520736665 SCHUSTER BARBARA 0 0 0 0 0 0 o 0 0 0 0
520736667 MCKETTRICK KIBBIE 0 0 0 0 0 0 o 0 0 0 0
520736668 RUFFIN.LONNIE M 0 0 0 0 0 0 o 0 0 0 0
520736669 SMITH BRENT D 0 0 0 0 0 0 o 0 0 0 0
WALTARL STEVEN 0 0 0 0 0 0 o 0 0 0 0
GREEER ELIZABETH 0 0 0 0 0 0 o 0 0 0 0
VANDERWALLERIN 0 0 0 0 0 0 o 0 0 0 0
520736674 KELLY LINDA C 0 0 0 0 0 0 o 0 0 0 0
Totals 0 82 45 60 0 0 23 3 5 0 0
il
Close
Figure 241: Audit Activity Sort — Ascending
5] Audit Activity (=0 =
Scheduler: Start Date: End Date:
ALL - 5/29/2017 @ 6/4/2017 ® | ViewAuditReport | | Export Audit Report
SchedulerdEN '\ | Scheduler T | PatientContacts | APPTEntries T APPTAppointmentsMade [ | APPTClosed | MRTCOpened | MRTCClosed | EWLEntries | EWLAppointmentsMade | EWLClosed T | PtCSchEntries (| PtCSchApy *
520736441 MCKNIGHT ANGELA 0 62 30 3 [ 0 20 3 5 o 0
520736434 0 11 10 6 0 0 0 0 0 0 0
520736440 SMITH IRENE 0 4 ) 4 0 0 o 0 0 0 0 |
520736714 THOMPSON,ROBERT I 0 3 0 3 0 0 3 0 0 0 0 1
520736666 HOLLINGSWORTH KAREN M 0 2 1 1 0 0 0 0 0 0 0
520736418 NADEAU,MARCY 0 0 0 3 0 0 0 0 0 0 0
520736512 ZAVALA, CHRISTINE A 0 0 0 0 0 0 0 0 0 0 0
5. 14 HILL DESIREE 0 0 0 0 o 0 0 0 0 0 0
520736515 HUEMILLERRONALD HIL 0 0 0 0 0 0 0 0 0 0 0
520736600 CLARK SHANE 0 0 0 0 0 0 o 0 0 0 0
520736664 CRUSEEDGAR D 0 0 0 0 0 0 0 0 0 0 0
520736665 SCHUSTER BARBARA 0 0 0 0 0 0 o 0 0 0 0
520736667 MCKETTRICK KIBBIE 0 0 0 0 0 0 0 0 0 0 0
520736663 RUFFIN, LONNIE M 0 0 0 0 0 0 0 0 0 0 0
Totals 0 82 25 60 o 0 23 3 6 o 0
i
Close.

Figure 242: Audit Activity Sort — Descending

8.1.3.2 Filtering by Column Data

1. Select a filter option from each column header to filter data in the Audit
Activity report.

Note: All schedulers who have greater than or equal to 10 APPT Appointments Made
in the selected date range.
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5] Audit Activity oo =]

Scheduler Start Date: End Date:
ALL - [ sze2007 8| | 6017 E| | ViewAuditReport | | Export Audit Report

SchedulerlEN T Scheduler | PatientCantacts 7| APPTEntries 1| APPTAppointmentsMade | APPTCIosed | MRTCOpened T | MRTCClosed 1| EWLEntries | EWLAppointmentsMade 7| EWLClosed 1T | PtCSchEntries T | PCSchpg ~
| sa0735441 MCKNIGHT ANGELA et Al SIES 3 o ] 20 3 5 0 0
520736434 o 10 5 0 0 0 0 0 o 0
520736440 SMITHIRENE 2 4 4 0 0 0 0 0 o 0 1
520736714 THOMPSON,ROBERT | 3 3 0 0 3 0 0 o 0 1
520736665 HOLLINGSWORTH KAREN M| | (7] 4 1 1 o 0 0 0 0 o 0
520736418 NADEAU MARCY u 0 3 o 0 0 0 0 o 0

ZAVALACHRISTINE A 8 0 0 o 0 0 0 0 o 0

HILL DESIREE dreymEer e 0 0 o a 0 0 0 o 0

HUEMILLER RONALD H I i o o o o o o 0 o 0

CLARK SHANE o o o o o o 0 o 0
520736664 CRUSE,EDGAR D ___ [ o o o o o 0 o 0
520736665 SCHUSTER BARBARA [sequalt 0 0 o o 0 0 0 o 0
520736667 MCKETTRICK KIBEIE 0 0 o o 0 o 0 o 0
520736668 RUFFIN,LONNIE M il —— 1 iin 0 o o 0 0 0 0 0

Totals o 82 45 60 o o 23 3 6 o 0

]
Close

Figure 243: Audit Activity Report — Filtered

Multiple filters can be selected to refine results (i.e., All schedulers who have greater
than or equal to 10 APPT Entries but less than or equal to 30 APPT Closed for the
selected date range).

Selected filters are highlighted in column headers.
To remove filters, select the filter option in a column header, and then click Clear
Filter.

2. Click Close to exit the Audit Activity report dialog box.

5] Audit Activity Felre- ]
Scheduler Start Date: End Date:

ALL - 5/29/2017 B 6/4/2017 ® | View Audit Report | | Export Audit Report
SchedulerlEN 7 | Scheduler T | PatientContacts V| APPTEntries. V| APPTAppointmentshade | APPTCIosed W | MRTCOpened '/ | MRTCClosed ' | EWLEntries [ | EWLAppointmentsMade I | EWLClosed | PtCSchEntries [ | PtCSchapy *
520736440 SMITHIRENE 0 4 4 4 0 0 [ 0 0 0 0
520736714 THOMPSCN,ROBERT J 0 3 0 3 0 0 3 0 0 0 0
520736666 HOLLINGSWORTH KAREN M 0 2 1 0 0 o [ 0 0 0

Figure 244: Audit Activity Report — Multiple Filters

8.1.4 Export an Audit Activity Report for Individual or All Schedulers
The data displayed on the screen can be exported to an Excel spreadsheet.
1. To export the audit report, click Export Audit Report.
The Save As dialog box opens.
2. Select the location to save the report file.

The default File name is “Audit Report”. You can edit if necessary.
Confirm the “Save As Type” is Excel.
3. Click Save.

The Report is generated. It contains data displayed on the screen in the Audit
Activity dialog box and it is saved to the location specified in the Save As dialog
box.

4. Click Close to exit the Audit Activity report dialog box.
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8.2 Clinics Report

The Clinic Report is accessed from the Reports tab by selecting Clinics from the Reports
section. The report displays clinic activity for all clinics, defined in the Hospital Location file
as the default.

8.2.1 Clinic Activity Report — Individual Clinic
The Clinic Report can be limited to individual clinics.
1. Log into VS GUI.
2. Select Reports tab.
3. From the Reports section, click Clinics.
4,

In the Clinic Activity dialog box, enter the clinic’s name (two-character
minimum) that is defined in the Hospital Location file.

5. Click Search.
The following data displays on the screen for the selected clinic:
e Clinic name
e Division
e Stop Code
e Service
e CreateDT
e InactiveDT
e ReactiveDT
e AppType
e DefaultProv
e AdditionalProv
e ApptLength
e Variable
e MaxDays

6. Click the Clear button to remove the search criteria and return to the Clinic
Activity report for all clinics.

7. Click Exit to close the Clinic Activity Report dialog box.
8.2.2 Working with the Clinic Activity Report

8.2.2.1 Sorting by Column Headers
1. Log into VS GULI.
2. Select the Reports tab.
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3. Select Clinics from the Reports section.

The Clinic Activity dialog box displays for all clinics defined in the Hospital
Location file (File #44).

The following data displays on the screen for the selected clinic:
e Clinic name

e Division

e Stop Code

e Service

e CreateDT

e InactiveDT

e ReactiveDT

* AppType

e DefaultProv

e AdditionalProv
e ApptLength

e Variable

e MaxDays

Note: The sort defaults in alphabetical order by the Clinic’s name.

4. To change the sort order for the report by data specified in a different column,
select the applicable column header.

5. Click once on the column header to sorts the data in ascending order.
Click a second time on the column header to sort the data in descending order.
Click Exit to close the Clinic Activity Report dialog box.

M Clinic Activity

Clinic Search: Search Clear Export Clinic Report

First click sorts data by seleced column
heard in ascending order.

[cumc T Owsion T | StopCode 7| Service T |CreatedT (| nactweoT T | ReactivenT T AppType T Ocfautprov 7 AddeionaiProvs =
| D1ABETES cLiNIC o8A 136 MEDICINE 8/4/2014 12:00:00 AM REGULAR THOMPSON,ROBERT  DOCTOR,ONE;EDMONDS, ANNETTE

CARDIOLOGY CLINIC oBA 193 MEDICINE 8/5/2014 12:00:00 AM REGULAR ZAVALA,CHRISTINE | DOCTOR,ONE =
REMAB CENTER oBA ss52 REMAB MEDICINE 8/6/2014 12:00:00 AM | 3/1/2016 12:00:00 AM REGULAR THOMPSON, ROBERT;DOCTOR, ONE;ZAVALA, CHRISTINE
REID - GENERAL PRACTICE DBA 141 MEDICINE 8/15/2014 12:00:00 AM REGULAR REID,SANDRA;ZAVALA,CHRISTINE

WAKEFIELD - PTSD DBA 361 PSYCHIATRY 8/15/2014 12:00:00 AM REGULAR WAKEFIELD,DEBORAH  ZAVALA,CHRISTINE

NEUROLOGY CLINIC oBA 170 NEUROLOGY  8/18/2014 12:00:00 AM REGULAR DOCTOR,ONE THOMPSON, ROBERT; ZAVALA,CHRISTINE

steep cumic o8a s11 MEDICINE 8/18/2014 12:00:00 AM REGULAR ZAVALA,CHRISTINE

DENTAL o8A 160 NONE 8/21/2014 12:00:00 AM REGULAR DOCTOR, TWO ZAVALA,CHRISTINE

Eve cunic oBA 172 NoNE 8/21/2014 12:00:00 AM REGULAR CURTE, MARTE;USER, TWENTYSEVEN;ZAVALA, CHRISTING
INTERNAL MEDICINE DBA 141 MEDICINE 8/21/2014 12:00:00 AM REGULAR NEWTON,ISAAC; DOCTOR,ONE;ZAVALA, CHRISTINE; EDN
ORTHO CLINIC DBA 173 REHAB MEDICINE 8/21/2014 12:00:00 AM REGULAR NO,PROVIDER ZAVALA,CHRISTINE

WOMENS CLINIC DBA 310 MEDICINE 8/21/2014 12:00:00 AM REGULAR INLOW,CAROLYN S NURSE PRACTITIONER,BETTY;PHYSICIAN ASSISTANT,4
MENTAL HEALTH 198 PSYCHIATRY  8/27/2014 12:00:00 AM REGULAR CURIE, MARIE;DOCTOR, ONE; ZAVALA,CHRISTINE

Zavala Clinic - INACT o8a 146 MEDICINE 9/4/2014 12:00:00 AM | 12/11/2014 12:00:00 AM REGULAR ZAVALA,CHRISTINE

PULMONOLOGY CLINIC oBA 152 MEDICINE 9/8/2014 12:00:00 AM REGULAR AVERY, KEITH; CURTE, MARIE;ZAVALA, CHRISTINE

Fv cunic oBa 191 MEDICINE 9/11/2014 12:00:00 AM  11/19/2014 12:00:00 AM 11/26/2014 12:00:00 AM _EMPLOYEE

HB CLINIC DBA 141 MEDICINE 9/11/2014 12:00:00 AM REGULAR ZAVALA,CHRISTINE

STEVES PLAYHOUSE 240 DBA 539 NEUROLOGY 9/15/2014 12:00:00 AM  9/26/2015 12:00:00 AM  9/27/2015 12:00:00 AM  REGULAR ZAVALA,CHRISTINE

FAYS CLINIC oBA 310 NEUROLOGY 9/22/2014 12:00:00 AM | 11/4/2015 12:00:00 AM | 11/12/2015 12:00:00 AM REGULAR AVERY,KEITH THOMPSON, ROBERT;ZAVALA, CHRISTINE;EDMONDS, AN
ALLERGY IMMUNIZATION o8 142 MEDICINE 9/24/2014 12:00:00 AM REGULAR RESIDENT, B0B;RESIDENT, TWO; ZAVALA, CHRISTINE
ALLERGY ZAVALA o8a 192 MEDICINE 9/29/2014 12:00:00 AM RESEARCH DOCTORZAVALA | ZAVALA,CHRISTINE

U — —— = — e T T e ) 1]

Exit

Figure 245: Clinic Activity Report Sort — Ascending Order
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[N Clinic Activity [-[E1x]

Clinic Search: Search Clear Export Clnic Report

Second click sorts data by selected
column header in descending order.

| clinic i{ Dwision || StopCode | Service | CreatedT 7 | nactiveot T ReactiveDT | AppType

[ DefaultProv [ AdditionalProvs E
TKCLINIC M-F 295 MEDICINE 2/3/2016 12:00:00 AM REGULAR KNOBLOCK, TAYLOR
ESCLINIC 5LOTS 295 MEDICINE 1/28/2016 00 AM REGULAR =
TKCLINIC DELAY 205 MEDICINE 1/28/2016 12:00:00 AM REGULAR
TKCLINIC MRTC 295 MEDICINE 1/28/2016 REGULAR PHYSICIAN, TAYLOR
TKCLINIC NO AVAIL 295 MEDICINE 1/28/2016 REGULAR
ESCLINIC HEALTH 0BA 205 MEDICINE 1/13/2016 12:00:00 AM | 3/10/2016 12:00:00 AM REGULAR
TK CANCEL AVAIL 295 MEDICINE 1/6/2016 12:00:00 AM REGULAR PROVIDER,ERIN
Annette Day Clinic 141 MEDICINE 1/5/2016 12:00:00 AM REGULAR DOCTOR,ONE
TIK SPECIAL CLINIC 295 MEDICINE 1/5/2016 12:00:00 AM REGULAR
ESCLINIC MRTC DBA 295 MEDICINE 1/3/2016 12:00:00 AM  2/22/2016 12:00:00 AM | 2/23/2016 12:00:00 AM  REGULAR PHYSICIAN ERIN
TK CLINIC 295 MEDICINE 12/31/2015 12:00:00 AM REGULAR KNOBLOCK,TAYLOR
ESCLINIC FUTURE 08A 205 MEDICINE 12/7/2015 12:00:00 AM | 12/9/2015 12:00:00 AM  1/18/2016 12:00:00 AM REGULAR
CZ BAYVIEW CLINIC 141 MEDICINE 11/17/2015 12:00:00 AM REGULAR
EMS NO AVAIL DBA 295 MEDICINE 11/12/2015 12:00:00 AM REGULAR
ARE Special Clinic 295 REHAB MEDICINE  11/11/2015 12:00:00 AM REGULAR DOCTOR,ONE EDMONDS, ANNETTE
ES CLINIC SDAY 205 MEDICINE 11/11/2015 12:00:00 AM REGULAR PHYSICIAN, TAYLOR
ES CLINIC MWF oBA 143 MEDICINE 11/11/2015 12:00:00 AM REGULAR PROVIDER,ERIN
ES CLINIC TTH 196 MEDICINE 11/11/2015 12:00:00 AM REGULAR
ARE Clinic 295 MEDICINE 11/10/2015 12:00:00 AM  11/10/2015 12:00:00 AM | 11/11/2015 12:00:00 AM REGULAR DOCTOR,ONE EDMONDS, ANNETTE
Spedal Clinic 295 MEDICINE 11/10/2015 12:00:00 AM REGULAR
ERINS TEST CLINIC 552 MEDICINE 11/9/2015 12:00:00 AM | 11/16/2015 12:00:00 AM  11/18/2015 12:00:00 AM REGULAR PROVIDER, ERIN;PHYSICIAN ERIN
7 z ey == -
Exdt

Figure 246: Clinic Activity Report Sort — Descending Order

8.2.2.2 Filtering Data by Column
Data in the Clinic’s Activity report can be filtered as follows:

1. Select the filter option in each column header (e.g., Clinic Activity data can be
filtered by all Clinics with a defined Service of Rehab Medicine).

[ Clinic Activity [[E1x]

Clinic Search: Search Clear Export Chnic Report

| Glinic T Dwision T StopCode [ Service T CreateDT 7 InactiveDT [ ReactiveDT T | AppType [ DefaultProv [ AdditionalProvs T | Apptie
ARE Special Clinic 295 REMAB MEDIC | cus REGULAR DOCTOR,ONE EDMONDS ANNETTE 30
CHRISTINE'S CLINIC 552 REHAB MEDIC | [ wepicing | 112:00:00 AM REGULAR 30
CLINIC 30_30 STR845 552 REHAB MEDIC | [[] NEUROLOGY REGULAR 30
ENH1 TEST CLINIC THREE 552 REHAB MEDIC | [~/ NONE 12:00:00 AM REGULAR 30
ORTHO CLINIC DBA 173 REHAB MEDIC PSYGUATRY REGULAR NO,PROVIDER ZAVALA,CHRISTINE 15
7] REHAB MEDICINE
REHAB CENTER DBA 552 RERABMEDIC | 2:00:00 AM REGULAR THOMPSON,ROBERT; DOCTOR, ONE;ZAVALA, CHRISTINE 60
v N 2
VSE CLINIC T 55 REHAB MEDI] o REGULAR 30
1s equal to
Match case
And
Is equal to
Match case
Filter Clear Filter
‘< 1] v
Exit

Figure 247: Clinic Activity Report — Filtered

Multiple filters can be selected to refine results (e.g., Clinic Activity data can be filtered by
all Clinics with a defined Service of Rehab Medicine that also have no DefaultProv defined).

Selected filters are highlighted in column headers.
To remove filters:
1. Select afilter option in the column header, and then click Clear Filter.
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2. Click Exit to close the Clinic Activity report dialog box.

[ Clinic Activity -181%

Multiple filters selected to refine data in Clinic Activity report.

Clinic Search: Search Clear Export Clinic Report

|ctinic T | Division T | StopCode [ Service E CreateDT T InactiveDT T ReactiveDT T AppType T DefaultProv E AddtionalProvs T | ApptLe
| crrasTINE'S cLniC 552 REHAB MEDICINE 12/19/2014 12:00:00 AM 12/30/2014 12:00:00 AM REGULAR 30
CLINIC 30_30 STR845 552 REHAB MEDICINE | 9/30/2015 12:00:00 AM REGULAR 30
ENH1 TEST CLINIC THREE 552 REHAB MEDICINE 2/18/2015 12:00:00 AM  2/18/2015 12:00:00 AM REGULAR 30
REMAB CENTER DBA 552 REHAB MEDICINE 8/6/2014 12:00:00 AM 3/1/2016 12:00:00 AM REGULAR “THOMPSON,ROBERT;DOCTOR,ONE; ZAVALA,CHRISTINE 60

VSE CLINIC T 552 REHAB MEDICINE 10/8/2015 12:00:00 AM REGULAR 30

Figure 248: Clinic Activity Report — Multiple Filters

8.2.3 Exporting a Clinic Report

To export a Clinic Report:
1. From the Reports tab, in the Reports section, select Clinics.
The Clinic Activity dialog box opens, displaying the report.

W dlinic Activity JH[=] B3
dlinic Search: Search Clear Export Clinic Report

| clinic T | Division T | StopCode T | Service T | CreatedT T | InactiveDT T | ReactiveDT T | AppType T | DefaultProv T | Additionalp *
15 INCRMT DISP CLINIC 141 MEDICINE 12/19/2014 12:00:00 AM  12/30/2014 12:00:00 AM REGULAR

45-MIN CLINIC 539 MEDICINE 4/17/2015 12:00:00 AM REGULAR

ALLERGY IMMUNIZATION DBA 142 MEDICINE 9/24/2014 12:00:00 AM REGULAR RESIDENT,
ALLERGY ZAVALA DBA 142 MEDICINE 9/24/2014 12:00:00 AM RESEARCH DOCTOR,ZAVALA | ZAVALA,CH
BEAVER CLINIC DBA 196 PSYCHIATRY 10/3/2014 12:00:00 AM REGULAR DOCTOR,TWO NEWTON,I
BELLVUE CLINIC DBA 141 MEDICINE 10/28/2014 12:00:00 AM REGULAR CURTE,MARIE ZAVALA,CH

Figure 249: Clinic Activity

If applicable, search for a specific clinic in the Clinic Search field. Click Search.
If no specific clinic is used, ensure the full list is downloaded by scrolling down
on the right several times until the last clinic on the list is the same when scroll to
the bottom.

2. Click Export Clinic Report.
A Save As dialog box opens.
3. Select the location to save the report.

Confirm the file name. The default is “Clinic Report”.
Confirm the Save as Type is Excel.

4. Click Save.

Data displayed on the screen is exported to the file and saved to the specified
location with the defined name.

5. Click Exit to close the Clinic Activity report dialog box.
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Figure 250: Save As

9 Trash Queue Cleanup
WARNING: ONLY USE THIS OPTION IF DIRECTED BY HEALTH PRODUCT

SUPPORT ADMIN TEAM. PLACE ATICKET IF YOUR SITE THINKS THIS MAY

BE NEEDED.

During initial set-up of VS GUI, administrators who need to identify and purge unresolved
requests, a task can be run to identify open appointment requests or duplicate appointment
requests, close them, and produce a report for administrators. This excludes VAR requests
which are called Veteran or Mobile requests, all stored in the SDEC APPT REQUEST file.

9.1 Compile List of Re-Opened REQUEST Records that Can
Be Closed

During initial set-up of VS GUI, the following dialog allows the user to find open
appointment requests or duplicate appointment requests to produce a report for
administrators to review/review verify.

The SDEC Initial Cleanup Utility will allow the Closing of Re-Opened SDEC APPT
REQUEST records, which have resulted from a cancellation in VistA of a corresponding
SDEC APPOINTMENT.

1. Log on to the VistA Legacy System.

2. Select VS GUI Initial Cleanup Utility [SDEC INITIAL CLEANUP UTILITY]

3. Select Compile List of Re-Opened REQUEST records that can be closed
To Compile a List of Re-Opened REQUEST records that can be closed:
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1. Enter a list of Clinics (one by one) to EXCLUDE from Compilation.
2. Enter the Clinic to Exclude.
3. Press Enter to not exclude any Clinic.

A dialog box displays “You did not choose any Clinics to Exclude”.
Are you sure you want to run Cleanup for all clinics? Yes or No?

4. Click Yes to continue.
5. Click No to abort.
6. Select one of the following to print the results:
e VistA Print Device
e Spooler
e VistA Email
e Screen with capture

7. Review the list to ensure these are all extraneous open requests that should be
auto-closed.

To Compile for all Clinics excluding the following:

°
Select Option: SDEC INITIAL CLEANUP UTILITY VS GUI Initial Cleanup Utility

The following Utility will allow the Closing of Re-Opened SDEC APPT REQUEST
records which have resulted from a Cancellation in VistA of a corresponding
SDEC APPOINTMENT.

3 Select one of the following Compile List of Re-Opened REQUEST
records that can be Closed
2 Commit Records to Be Closed from Compiled List

What Would You like to Do?: 1 Compile List of Re-Opened REQUEST records that can be
Closed

Please enter in, one by one, a list of Clinics to EXCLUDE from Compilation.
Enter CLINIC to EXCLUDE: <Hit Enter to not exclude any Clinics>

You did not choose any Clinics to Exclude.
Are you sure you want to run cleanup for ALL clinics? (Y OR N):? NO// YES

Compiling for all Clinics excluding the following:

DEVICE: HOME// HOME (CRT)

(You may enter a device that prints to a file, a printer, email message, or you may
print on the screen.)
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*** Qpen SDEC APPT REQUESTs List run Jan 09, 2017@02:48:47 ***

LAST 4 APPT REQ IEN

CLINIC PATIENT SSN APPT IEN CID DA==
VSE ENH1 CLINIC FAULCON, GONZALO J 2916 1747 ; 1985 12/27/2016
VSE ENH1 CLINIC TEST,STERLING PAUL JR 0183 1752 ; 1988 12/27/2016

9.2 Commit Records to Be Closed from Compiled List

During initial set up of VS GUI, to commit Records to Be Closed from the Compiled List
created via SDEC INITIAL CLEANUP UTILITY:

1. Log on to the VistA Legacy System.
2. Select VS GUI Initial Cleanup Utility [SDEC INITIAL CLEANUP UTILITY]
3. Select Commit Records to Be Closed from Compiled List
A dialog box displays “What Would You like to Do?”
To Commit Records to Be Closed from the Compiled List:
1. Open SDEC APPT REQUEST Compilation Lists to choose from:
The batch list displays records.

2. Enter the Batch # previously reviewed above. There may be several batches in
the list from past compile jobs.

A message displays “Committing Open records for Batch # to Closed.... Done”

After the task is completed, the Current Status changes to “Closed” and the
Disposition fields in the SDEC APPT REQUEST file are set accordingly.

To verify the record has been closed:
1. Goto VA FileMan
2. Inquire to view the SDEC APPT REQUEST File (#409.85)
View the following fields:
e CURRENT STATUS
e DATE DISPOSITIONED
e DISPOSITIONED BY
e DISPOSITION
e DISPOSITION CLOSED BY CLEANUP

Select Option: SDEC INITIAL CLEANUP UTILITY VS GUI Initial Cleanup Utility

The following Utility will allow the Closing of Re-Opened SDEC APPT REQUEST
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records which have resulted from a Cancellation in VistA of a corresponding
SDEC APPOINTMENT.

4 Select one of the following Compile List of Re-Opened REQUEST
records that can be Closed
2 Commit Records to Be Closed from Compiled List

What Would You like to Do?: 2 Commit Records to Be Closed from Compiled List

Open SDEC APPT REQUEST Compilation Lists to Choose From:

Batch # Run User Start Date Finish Da==

1 STUCK, ERIN Dec 14, 2016@07:41:56 Dec 14, 2016@07:41:56
2 KRON,CAROLYN S Dec 16, 2016@23:54:52 Dec 16, 2016@23:54:53
3 KRON,CAROLYN S Dec 22, 2016@11:47:18 Dec 22, 2016@11:47:19
4 KRON, CAROLYN S Jan 09, 2017@02:34:05 Jan 09, 2017@02:34:05
5 KRON,CAROLYN S Jan 09, 2017@02:48:47 Jan 09, 2017@02:48:47

Enter Batch #:5

Committing Open records for Batch # 5 to Closed...Done

Once the task completes, the CURRENT STATUS is changed to “CLOSED” and the
DISPOSITION fields in the SDEC APPT REQUEST file are set accordingly.

To verify the record has been closed, go to VA FileMan and Inquire to view the SDEC APPT
REQUEST File (#409.85). View the following fields:

CURRENT STATUS

DATE DISPOSITIONED
DISPOSITIONED BY

DISPOSITION

DISPOSITION CLOSED BY CLEANUP

9.2.1.1 Systems Manager

1. Navigate to FileMan Record INQUIRY [RTZ INQ-FM-INQUIRY], either
through the programmer prompts or through the site’s local FileMan prompts.

2. Select Inquire to File Entries [DIINQUIRE]
3. Inquire to File Entries
Output from What File: SDEC APPT REQUEST//
4. Select SDEC APPT REQUEST PATIENT:
5. Press Return
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To see more

To exit

OR

Choose a number from the list

Select Systems Manager Menu Option: fm VA FileMan

VA FileMan Version 22.0

Enter or Edit File Entries
Print File Entries

Search File Entries

Modify File Attributes
Inquire to File Entries
Utility Functions

Data Dictionary Utilities
Transfer Entries

Other Options

Select VA FileMan Option: inquire to File Entries

OUTPUT FROM WHAT FILE: SDEC APPT REQUEST//
Select SDEC APPT REQUEST PATIENT: TEST,STERLING PAUL JR

TEST,STERLING PAUL JR

TEST,STERLING PAUL JR

TEST,STERLING PAUL JR

TEST,STERLING PAUL JR

TEST,STERLING PAUL JR

Press <RETURN> to see more‘,’’”’ to exit this list, OR
CHOOSE 1-5:

a b~ 0N =

Press <RETURN> to see more‘,’’"’ to exit this list, OR
CHOOSE 10-15:

16 TEST,STERLING PAUL JR

17 TEST,STERLING PAUL JR

18 TEST,STERLING PAUL JR

19 TEST,STERLING PAUL JR

20 TEST,STERLING PAUL JR
Press <RETURN> to see more‘,’’"’ to exit this list, OR
CHOOSE 1-20: 16 TEST,STERLING PAUL JR
ANOTHER ONE:
STANDARD CAPTIONED OUTPUT? Yes// (Yes)
Include COMPUTED fields: (N/Y/R/B): NO// b BOTH Computed Fields and Record Num
ber (IEN)
DISPLAY AUDIT TRAIL? No// y YES
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NUMBER: 1752 PATIENT: TEST,STERLING PAUL JR
CREATE DATE: DEC 23, 2016 INSTITUTION: CHEYENNE VAMC
REQUEST TYPE: APPOINTMENT
REQ APPOINTMENT TYPE: REGULAR

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
PATIENT STATUS: NEW

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
REQ SPECIFIC CLINIC: VSE ENH1 CLINIC

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
ORIGINATING USER: KRON,CAROLYN S PRIORITY: FUTURE
REQUESTED BY: PATIENT

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
CID/PREFERRED DATE OF APPT: DEC 27, 2016

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)

CURRENT STATUS: CLOSED
Changed from “OPEN” on Jan 09, 2017@02:49:09 by User #520736464
(SDEC INITIAL CLEANUP UTILITY Option)
Changed from “CLOSED” on Dec 23, 2016@14:47:01 by User #520736464
(SDCANCEL Option)
Changed from “OPEN” on Dec 23, 2016@14:38:10 by User #520736464
(SDECRPC Option)

Enter RETURN to continue ‘r’’"’ to exit:
Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
COMMENTS: TEST
Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
ENROLLMENT PRIORITY: GROUP 8 MULTIPLE APPOINTMENT RTC: NO
DATE/TIME ENTERED: DEC 23, 2016@13:37
DATE EDITED: DEC 23, 2016@14:37 EDITED BY: KRON,CAROLYN S
REQ SPECIFIC CLINIC: VSE ENH1 CLINIC
DATE DISPOSITIONED: JAN 09, 2017 DISPOSITIONED BY: KRON,CAROLYN S
DISPOSITION: ENTERED IN ERROR DISPOSITION CLOSED BY CLEANUP: YES
SERVICE CONNECTED PERCENTAGE: 0 SERVICE CONNECTED PRIORITY: NO

9.3 View Unresolved APPT Requests Reopened by the
SDCANCEL Option

A user who has access to the VS GUI Requests Reopened by Cancel Availability [SDEC
REQ REOPENED BY SDCANCEL] can view unresolved appointment requests. This is
helpful after clinic availability has been canceled on a day with a lot of patients scheduled. If
the user runs this report, it is a guide to which patients still have an open request sitting in VS
GUI ready to be rescheduled.

To view unresolved appointment requests:
1. Go to the Outputs option under the Scheduling Manager’s Menu.
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2. Select VS GUI Requests Reopened by Cancel Availability [SDEC REQ
REOPENED BY SDCANCEL].

3. Select CLINIC:
Follow the steps shown below.

Select Scheduling Manager’s Menu Option: outputs

AQK Encounter Activity Report
AQK2 ACRP Stop Code Report
CAAR Clinic Appointment Availability Report
Appointment List
Appointment Management Report
Cancelled Clinic Report
Clinic Assignment Listing
Clinic List (Day of Week)
Clinic Next Available Appt. Monitoring Report
Clinic Profile
Display Clinic Availability Report
Enrollments > X Days
File Room List
Future Appointments for Inpatients
Inpatient Appointment List
Management Report for Ambulatory Procedures
No-Show Report
Patient Profile MAS
PCMM Main Menu
Print Scheduling Letters
Provider/Diagnosis Report
Radiology Pull List
Routing Slips
Visit Rpt by Transmitted OPT Encounter
VS GUI Requests Reopened by Cancel Availability
Workload Report

Select Outputs Option: a
2 VSE ENH1 CLINIC ONE ZAVALA,CHRISTINE A
3 VSE ENH1 CLINIC TWO

CHOOSE 1-3: 1 VSE ENH1 CLINIC

Select CLINIC:

DEVICE: HOME// HOME (CRT)

VS GUI Requests Re-Opened by Cancel Availability (SDCANCEL) Option
for clinics: VSE ENH1 CLINIC
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PATIENT SSN TELEPHONE CID/PREF DATE
TEST,CHRISTINE 000-12-1234 (555)123-1234 JAN 12,2017

10 VistA Scheduling 508 Compliance

The following section outlines the process for executing the VistA Scheduling Application
functionality using the keyboard. Many keyboard shortcuts have been added for ease of use.
A consolidated list of all keyboard shortcuts is provided in Section 13.

10.1 The Tasks Tab
Ctrl + T is the keyboard shortcut to navigate to the Tasks Tab.

10.1.1 The Ribbon Bar
1. Logonto VS GUI as a scheduler.
The Search field is highlighted and the cursor is blinking.
2. Press the Tab key to advance through the Ribbon Bar.
3. Beginning at the Patient Search field, move from left to right.

If the controls in each section listed below are enabled, when you press the tab key each one
will be highlighted accordingly:

e Patient Search Field
e Search Button
e Clear Button
e Actions
e Arrangement
e Pending Appointments
e Special Needs/Preferences
e Mobile Requests
e Tools
e Print
o Export
o Refresh
o Query
After leaving the Tools section, you will be redirected to the Patient Search field.
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Table 2: Keyboard Shortcuts for Ribbon Bar Components

Ribbon Bar Component Keyboard Shortcut
Patient Search Field ALT +S
Action ALT + A
Arrangement ALT +G
Pending Appointment Window ALT +P
Special Needs/Preferences ALT + N
Mobile Requests ALT + M
Tools ALT +T

10.1.2 Request Type Dialog
Using the Tab key:
1. From the Actions Pane, with the New Req. highlighted, press Enter.
The Request Type dialog box displays.
Focus is OK.
Press the Tab key to move to CLEAR.
Press the Tab key to move to APPT Request Type.

4. Press the Tab key to move to PATIENT-CENTERED SCHEDULING Request
Type.

5. To select a Request Type, press the tab key to highlight, and then press the
Space Bar key to select.

N

6. Press the Tab key to move to OK, and then press Enter.
Note: The arrow keys can also be used to navigate to the Request Type dialog

box.
Table 3: Keyboard Shortcuts for Request Type
Component Keyboard Shortcut
OK ALT +O
Clear ALT +C

10.1.3 Appointment Request
Using the Tab key

The Appointment Request Dialog opens with OK highlighted.
Use the Tab key to move to CLEAR and the Svc Related check box.

1. Press the Space Bar to select.
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Use the Tab key to move to Clinic (default) and Service/Specialty.
Press the Space Bar to select.

3. Press the Tab key to move to the Clinic field, and then enter the Clinic Name
(two-character minimum).

4. Press the Tab key to move to the CID/Preferred Date field, and once
highlighted press Enter to display Calendar control.

5. Use the up arrow and the down arrow to navigate the dates in the calendar, and
then press Enter to select the date.

6. Press the Tab key to move to Appointment Type, and then use the arrow keys
to select Appointment Type.

7. Press the Tab key to move to the Requested By field, and then use the arrow
keys to select Requested By.

8. Press the Tab key to move to the Provider field (if applicable), and then enter
the Provider name (three-character minimum).

9. Press the Tab key to move to the Multiple Appointments Required check
box, and then press the Space Bar to select.

10. Press the Tab key to move to the Number of Appointments Required field,
and then use the arrow keys to select the number of appointments required.

11. Press the Tab key to move to the Interval Between Appointments field, and
then use the arrow keys to select the number of days between appointments.

12. Press the Tab key to move to the Comments field, and then enter your text.

13. Press the Tab key to move to OK, and then press Enter to select and create the
APPT Request and exit the dialog box.

Table 4. Keyboard shortcuts for the Appointment Request

Component Keyboard shortcut
OK ALT +0O
Clear ALT +C

Query

The Query Dialog box opens with the Patient field highlighted.

1. Enter the patient’s Last Name, First Name or the last initial and last four of
the SSN.

2. Press the Tab key to move to Find, and then press Enter.
Use the Down Arrow to highlight names in the Patient list.
3. Press the Enter key to select patients from the list to include in the query.
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4. Press the Tab key to move to the Patients column.
Use the Down Arrow to highlight the names listed.
5. To remove names from the selection press Enter.
Use the Tab key to move to the Request Type Filter.
6. Press Enter to open the Request Types dialog box.
Use the arrow keys to navigate to the Request Type selection grid.
7. Press the Space Bar to select the highlighted Request Type.

Use the Tab key to move to OK to confirm the selection.
Use the Tab key to Cancel the selection and exit the dialog box.

The Clinic/Service Filter
Use the Tab key to move to the Clinic/Service Filter.
1. Press Enter to open the Clinics dialog box.
2. Enter the Clinic/Service name in the blank field (two-character minimum).
Use the Tab key to move to Find and the Select All check box.
3. Press the Space Bar to Select All.

Use the Tab key to move to Clinics or Services.
Clinics is the default.

4. Press the Space Bar to select the Services button.

Use the arrow keys to navigate up and down the Clinics/Service Grid.
Use the Space Bar to select/deselect from the list.

5. Press the Tab key to move to OK, and then press Enter to confirm the
selections for the query.

OR use the Tab key to Cancel
6. Press Enter to quit the selection and exit the dialog box.

The Priority Group Filter

1. Press the Tab key to move to the Priority Group Filter and then press Enter
to display the Priority Group dialog box.

Use the Tab key to move to the Select All check box.
2. Press the Space Bar to select (if applicable).
3. Press the Tab key to move to the Priority Group grid.
Use the up or down arrow to navigate up and down the list.
Use the Space Bar to select/deselect the Priority Group options.
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4. Press the Tab key to move to OK, and then press Enter to confirm the
selections for the query.

OR use the Tab key to Cancel
5. Press Enter to quit the selection and exit the dialog box.

Wait Time
1. Press the Tab key to move to the following:

e Wait Time list.

e SC Visit? List

e Connected? list

Use the arrow keys to navigate the options for the query selections.

2. Press the Tab key to move to the Origination Date field/CID/Preferred Date
field.

Enter the date for the query selection as applicable.

Press the Tab key to move to the Urgency field (Applicable to Consult
Requests only)/Change Sort field.

Use the arrow keys to navigate to the list for query selection.
5. Press the Tab key to move to the Clear button, and then press Enter.
The Clear Filter dialog box displays.

6. Press the Tab key to move to OK, and then press Enter to clear the Request
Query dialog box of all filter selections and start the query selection process
again.

7. Press the Tab key to move to Cancel and then press Enter to Cancel Clear
Filter selection and exit the dialog box.

Note: Selecting Cancel will keep the current Request Query filter selections for
the query.

8. Press the Tab key to move to the Submit button, and then press Enter.
The Request Query Confirmation dialog box opens.

9. Press the Tab key to move to OK, and then press Enter.

The query results display in the Request Management Grid.

To Cancel the action
1. Press the Tab key to Cancel.

2. Press the Enter key to abort the query results and return to the Request Query
dialog box.
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3. Press the Tab key to move to Close, and then press Enter to close the Request
Query dialog box.

10.2 Systems Tab
To access the Systems Tab, press CTRL+Y.

10.2.1 Systems Tab Ribbon Bar
1. Press the Tab key to move to Scheduling Management.
2. Press Enter to display the Scheduling Management dialog box.

3. Press the Tab key to move to Availability, and then press Enter to open the
Availability Selection dialog box.

Table 5: Keyboard Shortcuts for the Systems Tab Ribbon Bar

Ribbon Bar Component Keyboard Shortcut
Systems Tab CTRL+Y
Scheduling Management ALT + M

Availability ALT + H

Selected Clinic ALT +L

10.2.2 Scheduling Management

10.2.2.1 Clinics and Users Tab

The Scheduling Management Dialog box opens on the Clinics and Users tab with the OK
button highlighted. Focus is on OK button.

1. Press the Tab key to move to the Users Selection List.
Use the Down Arrow to highlight the First Name in the Users List.

2. Press Enter to select the User Name, and then press the Tab key to move to
the Prohibited Clinic field.

Enter the Clinic Name.
Press the Tab key to move to the Find button, and then press Enter.

The Prohibited Clinic List is displayed.
Use the arrow keys to navigate up and down the list.

5. Press the Tab key to move to the Privileged Users List for users who are
assigned to the selected clinic.

Use the Tab key to move to the Add User button, the Remove User button or the
Remove All button.
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Table 6: Keyboard Shortcuts for Scheduling Management

Component Keyboard Shortcut
Add User ALT + A
Remove User ALT +R
Remove All ALT + E
Find ALT +F
OK ALT +O
Cancel ALT +C

10.2.2.2 Clinic Groups Tab
When the user accesses the Clinic Group tab, the OK button is highlighted.
1. Press the Tab key to move to Resources.
2. Enter the Clinic Schedule Resource criteria
— User name, Clinic Name, Clinic Group
3. Press the Tab key to move to the Find button, and then press Enter.
Use the down arrow to highlight the first name in the Resource List.
4. Press the Tab key to move to the following:
e New Group
e Edit Group
e Remove Group
e Clinic Groups List
e Add Resource
e AddAll

e Remove Resource
e Remove All

Table 7: Keyboard Shortcuts for the Clinic Groups Tab

Component Keyboard Shortcut
New Group ALT + N
Edit Group ALT + E
Remove Group ALT +R
Add Resource ALT + S
Add All ALT + L
Remove Resource ALT + D
Remove All ALT + X
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Component Keyboard Shortcut
OK ALT +O
Cancel ALT +C

10.2.3 Availability Selection
The Availability Selection Dialog box opens with the OK button highlighted.
1. Press the Tab key to move to the Cancel button.
2. Press the Tab key to move to the Search by Name field.
3. Enter the Clinic Name (two-character minimum).
4. Press the Tab key to move to the Resource List Grid.
Use the arrow keys to navigate up and down the Resource List.
5. Press Enter to select the highlighted Resource.
The Select Clinic Availability displays.

Table 8: Keyboard Shortcuts for the Availability Selection

Component Keyboard Shortcut
Search Field ALT +S
First Row of Results Grid ALT + G
OK ALT +O
Cancel ALT +C

10.3 The Reports Tab
To access the Reports Tab press CTRL+R.

10.3.1 Reports Tab Ribbon Bar
1. Press the Tab key to move to Audit Activity.
2. Press the Tab key to move to Clinics.
3. Press the Tab key to move to Management Reports.
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Table 9: Keyboard Shortcuts for the Reports Tab Ribbon Bar

Ribbon Bar Component Keyboard Shortcut
Reports Tab Ctrl+R
Reports Alt + R

10.3.2 Audit Activity
The Audit Activity dialog box opens with the Close button highlighted.
1. Press the Tab key to move to the Scheduler list.

The default is All.
Use the Down Arrow to select a user’s name (listed in alphabetical order).

2. Enter the user’s name (last name, first name) to go directly to the specific user.

3. Press the Tab key to move to the Start Date field, and then press Enter to
select the Calendar.

Use the arrow keys to select the date.

4. Press the Tab key to move to the End Date field, and then press Enter to
select the Calendar.

Use the arrow keys to select the date.

5. Press the Tab key to move to the View Audit Report, and then press Enter to
display the Audit Report in Grid.

6. Press the Tab key to move to the Export Audit Report, and then press Enter to
open the Save As dialog box.

Note: Only data displayed on the screen will appear in the exported Audit
Report.

You can use the Tab key to navigate the Audit Report Grid.

Table 10: Keyboard Shortcuts for Audit Activity

Component Keyboard Shortcut
Scheduler drop down ALT +S
Audit Report ALT +V
Export Report ALT+ E
Close ALT +C
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10.3.3 Clinic Activity
The Clinic Activity dialog box opens with the Exit button highlighted.

1. Press the Tab key to move to the Clinic Search field, and then enter the Clinic
Name (two-character minimum).

Press the Tab key to move to the Search button, and then press Enter.
3. Press the Tab key to move to the Clinic Results Grid.

Use the Tab key to navigate through the Clinic Results Grid including the Column
Headers and Filters.

Table 11 Keyboard Shortcuts for Clinic Activity

Component Keyboard Shortcut

Search Button ALT +S

Clear ALT +C

Export ALT + E

Exit ALT + X
11Troubleshooting

Contact the Enterprise Service Desk (ESD), formally the National Service Desk (NSD), and
open a ticket for any VS GUI related issues. At the time of publishing, the phone number is
855-673-HELP (4357).

VistA Scheduling Enhancement (VSE) SharePoint (formerly VSE Pulse page) resources and
training aids:

e Frequently Asked Questions (FAQ) / Known Issues:
https://dvagov.sharepoint.com/sites/vhavista-scheduling-enhancements-vse

e Scheduler: https://dvagov.sharepoint.com/sites/vhavista-scheduling-
enhancements-vse

e National Return to Clinic Order Implementation:
https://dvagov.sharepoint.com/sites/\VVHAreturn-to-clinic-rtc

11.1 Changing User ID and Password

Contact your supervisor or System Administrator for User ID or Password changes.
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11.2 Special Instructions for Error Correction
Some potential warning messages are listed here.
Table 12: Warning Messages

Reason for
Message Message Action Result
Sensitive Warning displays to the Click User is able to
Information user: OK log into the
Warning Security Log
*WARNING*** Audit Trall
**RESTRICTED
RECORD***
Warning for similar Similar Names dialog Click User is able to
names and SSN displays OK continue
System lit patients with
similar name and same last
four digits of SS#
Accessing This patient died on <Date Click User is able to
deceased patient’s of Death> OK perform action
record Do you wish to continue? such as
Disposition,
Cancel
Appointments
Accessing own Security regulations prohibit Click User is unable to
record at selection computer access to your OK perform any
own medical record. activity/actions

11.3 Release Appointment Request Locks [SDEC RELEASE
LOCKS]

Option Release Appointment Request Locks is used to unlock a request not currently being
modified by a user. A request may become locked when a user accesses a request in the
Request Management grid and steps away from the system, or the system locks or crashes
while the user is still accessing the request.

When trying to access the same request that is locked by another user, the user will be
presented with a dialog on the screen with the following message “The selected Appointment
Request cannot be accessed. XXXX is editing the request”, as shown below.
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VistA Scheduling for Division: UNASSIGNED TEST ENVIRONMENT [v1.6.0 R19]
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Figure 251: VSE GUI Message Box of Individual Editing Request
Note: Before using Release Appointment Request Locks, ensure the user whose lock you are
releasing is out of VSE GUI and VistA. This will avoid releasing a legitimate lock.

In order to use the Release Appointment Request Locks option, the user will need to have the
Scheduling Supervisor Menu [SDSUP] or have Release Appointment Request Locks [SDEC
RELEASE LOCKS] assigned as a stand-alone menu option.

Steps to use Release Appointment Request Locks:
1. Login to VistA with credentials.

[Select OPTION NAME: SDSUP Supervisor Menu

LOG Clinic Edit Log Report
Add/Edit a Holiday
Appointment Inquiry
Appointment Status Update Menu ...
Appointment Waiting Time Report
Appointments with missing resources
Appointments with no resource report
Automatically Fix Appointments with No Resource
Cancel Clinic Availability
Change Patterns to 30-60
Clinics without matching rescurce list
Convert Patient File Fields to PCMM
Create a resource
Current MAS Release MNotes
Edit Resource
Edit resource for an appointment
Encounter Inquiry
Enter/Edit Letters
Inactivate a clinic
List Appointments and Encounters by status
Look up on Clerk Who Made Appointment
Manually Fix Appointments with Mo Resource

Press 'RETURN' to continue, """ to stop:
Non-Cenforming Clinics Stop Code Report
Print Clinic Installation Checklist
Purge Scheduling Data
Reactivate a Clinic
Release Appointment Request Locks
Remap Clinic
Resource Inguiry
Restore Clinic Availability
Scheduling Parameters
Set up a Clinic
Sharing Agreement Category Update
Wait List (Sch/PCMM) Utilities ...

Figure 252: VistA Scheduling Supervisor Menu with Release Appointment
Request Locks Option Selected
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2. Select the SDEC RELEASE LOCKS menu option from the Supervisor Menu [SDSUP]
or as a secondary menu option. This example uses the Supervisor Menu [SDSUP].

e Select Supervisor Menu Option: Release Appointment Request Locks [SDEC
RELEASE LOCKS]

3. WHOSE LOCK TO RELEASE? NAME OF USER that locked the request in VSE GUI

Select Supervisor Menu <TEST ACCOUNT= Option: release Appointment Request
Locks

Reledase all appointment request locks held by a user

Hhose locks to release? Doe Jane DOE, JAME M MD 182
QI&T

STAFF

Hhose locks to release?

LOG CGlinic Edit Log Report
Add/Edit a Holiday
Appointment Inguiry
Appointment Status Update Menu ...
Appointment HWaiting Time Report
Appointments with missing resources
Appointments with no rescurce report
Autcomatically Fix Appeintments with Mo Resource
Cancel Clinic Availability
Change Patterns to 30-60
Clinice without matching rescurce list
Convert Patient File Fields to PCMM
Create a resource
Current MAS Release Notes
Edit Resource
Edit rescurce for an appolntment
Encounter Inguiry
Enter/BEdit Letters
Inactivate a clinic
List Appointments and Encounters by status
Look up on Clerk Who Made Appointment
Manually Fix Appointments with Mo Resource

Figure 253: Release Appointment Request Locks Option Prompts
4. Hit the <Enter> key.
e The lock will be released, and the prompt “Whose locks to release?” will be displayed
again.
5. Hit <Enter> to return to the previous menu.

Note: This locking system does not apply to CPRS.
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12 Acronyms and Abbreviations

Term Description

Access Block A color-coded representation of the amount of time allotted for a
specific Access Type (or appointment).

Access Groups Categories of Access Types. Assigning Access Types to Access
Groups makes it easier to schedule and search for certain types of
appointments.

Access Types The variety of different appointment types available in the Legacy
VistA Scheduling package. Each type of appointment, such as
routine physical, dental, walk-in, or other specific appointment type is
an Access Type.

AMIE Automated Medical Information Exchange
API Application Program Interface
APPT Appointment: A scheduled or unscheduled meeting between patient

and healthcare professional.; an appointment can include several
encounters with providers or clinics for tests, procedures, etc.

CID Clinically Indicated Date

Clinic A medical center location where patients receive care by a doctor or
authorized provider.

CPRS Computerized Patient Record System
Enh Enhancement
EWL Electronic Wait List
GUI Graphical User Interface
MUMPS Massachusetts General Hospital Utility Multi-Programming System
MRTC Multiple Return To Clinic
NSR New Service Request
OI&T Office of Information and Technology
00Ss Occasion of Service
OoT3 Optional Task #3
OoT4 Optional Task #4
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Term Description

OVAC Office For Veterans Access to Care

PACT Patient-Aligned Care Teams

Pl Personally Identifiable Information

PIMS Patient Information Management System

POC Point of Contact

PRF Patient Record Flag

Provider A doctor or other authorized provider in the medical center who

provides patient care.

PT Patient

PWS Performance Work Statement

RM Grid Request Management Grid

RTC Return to Clinic

SDMOB Scheduling Master Overbook

SDOB Scheduling Overbook

Slot Number of appointments per defined appointment length that have

been previously set up in VistA Scheduling. For example, if “Slots =
4” and the clinic (resource) appointment length is 30 minutes, then
there are four available appointments for every 30 minutes.

SSN Social Security Number
T4 Transformation Twenty-One Total Technology
TAC Technology Acquisition Center
TCP/IP Transmission Control Protocol/Internet Protocol
VA Department of Veterans Affairs
VAR Veteran Appointment Request
VCL Veterans Crisis Line
VHA Veterans Health Administration
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Term Description

VistA Veterans Health Information Systems and Technology Architecture
VL Variable Length

VS VistA Scheduling

VSE VistA Scheduling Enhancements

13 Keyboard Shortcuts Quick List

Patient demographic information can be displayed and edited at any point in the process by
entering CTRL + P to open the Patient Info screen.

Ribbon Bar Components

Ribbon Bar Component Keyboard Shortcut
Patient Search Field ALT +S
Action ALT + A
Arrangement ALT + G
Pending Appointment Window ALT +P
Special Needs/Preferences ALT + N
Mobile Requests ALT + M
Tools ALT +T
Request Type
Component Keyboard Shortcut
OK ALT +O
Clear ALT +C
Appointment Request
Component Keyboard Shortcut
OK ALT +0O
Clear ALT +C
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Ribbon Bar Component
Systems Tab

Scheduling Management
Availability

Selected Clinic

Component
Add User
Remove User
Remove All
Find

OK

Cancel

Component

New Group

Edit Group
Remove Group
Add Resource
Add All

Remove Resource
Remove All

OK

Cancel

Component

Search Field

First Row of Results Grid
OK

Cancel

VistA Scheduling Enhancements

VS GUI User Guide

Systems Tab Ribbon Bar
Keyboard Shortcut
CTRL +Y

ALT + M
ALT + H
ALT +L

Scheduling Management
Keyboard Shortcut

ALT + A
ALT + R
ALT + E
ALT +F
ALT+O
ALT +C
Clinic Groups Tab

Keyboard Shortcut

ALT + N
ALT + E
ALT + R
ALT +S
ALT + L
ALT +D
ALT + X
ALT+O
ALT+C
Availability Selection

Keyboard Shortcut

ALT +S
ALT + G
ALT +O
ALT +C
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Ribbon Bar Component
Reports Tab
Reports

Component
Scheduler list
Audit Report
Export Report
Close

Component
Search Button
Clear

Export

Exit

VistA Scheduling Enhancements
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Reports Tab Ribbon Bar

Keyboard Shortcut
CTRL+R
ALT +R

Audit Activity

Keyboard Shortcut
ALT +S
ALT +V
ALT+E
ALT +C

Clinic Activity
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Addendum

A. Addendum for Patch SD*5.3*723 Site Instructions

A.l. Information

It is crucial to install SD*5.3*723, Fix for Appointments with No Resource, immediately after
the installation of SD*5.3*722, Large Background Job Fix.

Site personnel should be aware that encounters may be created if there are schedulers in the
VistA Scheduling (VS) Graphical User Interface (GUI) during the patch installation of
SD*5.3*722 and prior to installation of SD*5.3*723. Encounter ‘Action Required’” Reports
should be reviewed for old encounters including past Fiscal Year data. Questions can be brought
to the Office of Veterans Access to Care (OVAC) Friday Office Hours call. The call information
has been updated within this document in the Assistance section.

Be advised that with the installation of SD*5.3*722 and SD*5.3*723, staff may see cancelled
appointments in the Pending Appointments Box in the VS GUI that were not previously visible.

e Prior to this patch, when an appointment was scheduled for the same date and time as a
previously cancelled appointment the cancelled appointment would no longer be visible
in VS GUI or VistA.

e With the installation of these patches, if the new appointment is made for a different
clinic but the same, date and time as the previously cancelled appointment, the cancelled
appointment and the active appointment will both be visible in the VS GUI but only the
current appointment will be visible in VistA. When viewing the cancelled appointment in
VS GUI via Expand Entry the comments for the cancelled appointment along with other
appointment identifiers may be over-written with the new appointment data. This is a
known issue with cancelled appointments and will be addressed in future releases.

e |f the cancelled appointment is made for the same clinic and the same date and time, the
cancelled appointment will not be visible in either VS GUI or VistA.

Staff may also notice some mismatched appointment statuses (checked-in, checked-out, etc.)
when comparing the VS GUI Calendar Grid and the Pending Appointment Box. This is a known
issue and will be addressed in an upcoming release. The mismatch status occurs for
appointments that were created in a clinic without a matching SDEC Resource Type which
created an appointment with a missing appointment SDEC Resource pointer. This caused an
error in loading appointments in the VS GUI from the pending appointment list and would not
display in the calendar grid. The work around was to take action on the broken appointments in
VistA (check-in, check-out, etc.). The status change was not reflected in VS GUI due to the
missing appointment resource pointer. The installation of SD*5.3*723 and correcting the
appointments as outlined in this document caused the mismatch of status. This impacts past
appointments that were manipulated in VistA and will not impact present and future
appointments as long as the broken appointments are corrected per the instructions provided in
this document before using VistA as a work around. Mismatching may also occur when a patient
is checked-in via VetLink as the Pending Appointments Box may experience a delay in
displaying the checked-in status.
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A.2. Known Defects and Anomalies

An existing anomaly in the SDEC APPOINTMENT File (#409.84) was brought to light when
patches SD*5.3*722 and SD*5.3*723 were installed. The Pending Appointments List in the
VSE GUI is now populated using data from the VSE SDEC APPOINTMENT File (#409.84)
instead of data from the PATIENT File (#2).

A.2.1. Impact

When the SDCANCEL option is used to cancel clinic availability for all or part of a day, data in
the appointment is updated in the HOSPITAL LOCATION File (#44) and in the PATIENT File
(#2), but not in the VSE SDEC APPOINTMENT File (#409.84).

Therefore, when a set of appointments for a clinic has been cancelled using SDCANCEL option,
the Pending Appointments List will show an incorrect appointment status of "Future
Appointment" or “No Action Taken,” even though the appointment has been cancelled and the
clinic is closed.

A.2.2. Workaround

When a patient calls to schedule a new appointment, if the appointment in the Pending
Appointments list displays "Future Appointment" or “No Action Taken,” the scheduler must also
check the Calendar View to ensure the appointment is still valid.

If the Calendar shows the day is blocked off, the appointment will still be visible on the schedule
for the blocked off day. Cancelling the appointment from the Calendar will correctly cancel the
appointment in VSE.

Follow these steps in this order so that appointments will not be improperly displayed:
1. Manually cancel each individual appointment using VS GUI or VistA as Cancelled by Clinic.

2. Use the Cancel Clinic Availability option [SDCANCEL] to cancel the day, marking the day
as unavailable to schedule.

Note: Do Not Use Cancel Clinic Availability [SDCANCEL] first. This will automatically mark the appointments as
cancelled in the HOSPITAL LOCATION File (#44) but not in the SDEC APPOINTMENT File (#409.84).

A.3. Overview

A.3.1. Problem

Some of the appointments created after the installation of VistA Scheduling Graphical User
Interface (VS GUI) do not have a clinic location with a matching resource. This can result in
files becoming out of sync and potentially displaying the appointment and/or slot incorrectly.
This is often referred to as a “ghost appointment” or “single slot issue”. Additionally, if active
clinic locations without a matching resource are not corrected, the clinic location can continue to
produce bad appointments in some situations. Not every site has active clinic locations producing
bad appointments, but most have at least a few.
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A.3.2. Solution

Patch SD*5.3*723, Fix for Appointments with No Resource, provides four (4) options the site
can utilize to identify active clinics that do not have a matching resource, an option to edit the
resource for a clinic, an option to create a resource for a clinic, and a utility that will identify and
correct appointments with exact matches only.

These menu options have been added to the Scheduling Manager’s Menu [SDMGR] in the
Supervisor Menu [SDSUP].

1. Clinics without matching resource list [SDEC MISSING RESOURCE]

2. Edit Resource [SDEC RESOURCE EDIT]

3. Create a resource [SDEC RESOURCE CREATE]

4. Automatically Fix Appointments with No Resource [SDEC NO RES APPT AUTO FIX]

Select Scheduling Manager’s Menu <TEST ACCOUNI> Option: Supervisor Menu

Log Clinic Edit Log Report
Add/Edit a Holiday
Appointment Status Update Menu
Appointment Waiting Time Report
Appointments with missing resources
Automatically Fix Appointments with No R
Cancel Clinic Availability
Change Patterns to 30-60
Clinics without matching resource 1ist
Convert Patient File Fields to PCMM
Create a resource
Current Mas Release Notes
Edic Resource
Edit resource for an appointment
Look up on Clerk Who Made Appointment
Non-Conforming Clinics Stop Code Report
Print Clinic Installation Checklist
Purge Scheduling Data
Reactivate a Clinic
Release Appointment Request Locks
Remap Clinic
Restore Clinic Availability

Figure 254: Scheduling Manager's Menu [SDMGR] \ Supervisor Menu [SDSUP]

The options in Patch SD*5.3*723 will fix many of the existing ghost appointments. Sites should
use the instructions below to fix as many of the appointments that it can. A future Patch,
SD*5.3*731, VSE — Fix Issues Identified in SD*5.3*723, will allow the site to fix additional
existing ghost appointments. It is recommended sites should wait on manual correction of
remaining ghost appointments until after the installation of patch SD*5.3*731.

A.3.3. Access Requirement

Site identified personnel will need access to the Scheduling Manager’s Menu [SDMGR] to
access the new VistA options. In most cases, the individual will also need to request READ,
WRITE and LAYGO access to the SDEC RESOURCE File (#409.831) from Office of
Information Technology (OIT) due to the site running Kernel Part 3 security set up.

A.3.4. Assistance

The VSE Program Office will dedicate Friday Office Hours Calls for the four (4) Fridays after
the patch is installed to assist sites with help running these options and/or to answer questions.
Adobe/VA Nationwide Teleconferencing System (VANTS) information below.

VSE Office Hours (as of 10/01/2019)
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Wednesdays and Fridays 1-2PM ET
Adobe Link: https://va-eerc-ees.adobeconnect.com/vseoh/
VANTS: 1-800-767-1750 Access Code: 00737#

If you have questions, cannot attend a Friday session, or need more information, please
email the VSE Program Office at VHAVSEProgramOffice@va.gov.

B. Identify Clinic without Matching Resource List

A. This option is completed in legacy VistA to determine if any clinic within the HOSPITAL
LOCATION File (#44) is missing or has a mismatched resource in the SDEC RESOURCE File
(#409.831). If any are found, the site can fix it using Correct Clinic Resource Issues instructions
provided below.

The output of this report should be a text file (logging, spooler, etc.) Do not print the output to
paper. Instructions to output the report to a text file is provided in Appendix A.

1. Navigate to report, Clinics without matching resource list [SDEC MISSING RESOURCE].

ACE Imbulatory Care Reporting Memu ...
A Ippointment Management
CONS  Consult/Request Main Memn ...
SOER. Recall Reminder Main Henu
Ippointment Meno ...
Automated Service Connected Designation Menu ...
futputs ...
Supervigor Menu ...
Wistdk Scheduling GUI Bescurce Mgmt Report Data

Select Scheduling Manager's Menu <TEST ACCCUNT: Cpticn: Supervisor Memu

Log Clinic Edit Log Report
Add/Edit a Heliday
Appointment 3tatus Updats Menu
Appointment Waiting Time Beport
Appointments with missing resources
Mutomatically Fix Appointments with No Resource
Cancel Clinic Awailability
Change Patterns to 30-60
Clipics without matching resource list
Convert Patient File Fields to POMM
Create a rescurce
Current Maa Release Hotes
Edit Resource
Edit resopurce for an appointment

Fress 'RESTORN' to continue, '~" to stop:
Scheduling Parameters
Set up a clinic

Select Superviaor Menu <TEST RCCOUNT: Option: Clinics withouot matching rescurce list

Figure 255: Clinics without matching resource list Menu Option

2. Sortby: NAME// Press RETURN
Start with NAME: FIRST// Press RETURN

4. When the prompt DEVICE: displays, user will need to print to the screen for logging (or
spooler, if available). This can be completed per the user’s normal method to capture
extended report results. Appendix A provides instructions on starting/stopping logging.

c. DEVICE: 0;80;999
o Zero (0) tells VistA print to screen.
o 80 indicates the number of columns
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o 999 indicates how many rows in each page before the user is prompted to press
RETURN.

select Superyiser Menu <TEST ACCOUNT: Option: clinics without matching resource list
Sort by: mMaMg// »»»>>Press Return' to accept defaultes<ss

Start with MAME: FIZST// »2»»> Press Return’ to accept defaultececc
pEVICE: 0;80;99%

Figure 256: Clinics without matching resource list Report Prompts
5. Continue pressing RETURN until the report is complete.

6. Open and scan the text file from the location you saved to make sure it contains the full
report results. The clinics will be listed in alphabetical order.

Reminder: Reset the logging file to a new text file before initiating logging again. If the same file name is kept as
the target, the next time logging is started, the system will either add to the file, or overwrite the current file.
Appendix A provides instructions on starting/stopping logging.

C. Reviewing/Analyzing Report Results

The goal of this section is to determine if any active clinics from the report output require
correction. If an active clinic with this problem is not fixed, appointments created in VistA by
schedulers using a problem clinic location may create a corrupt (ghost) appointment in the
system.

C.1. Report Results

The output file for the Clinics without matching resource list displays three columns of
information:

e LOCATION NAME - This is the Clinic Name in the HOSPITAL LOCATION File
(#44).

e RESOURCE NAME - This is the Resource Name in the SDEC RESOURCE File
(#409.831) for the VistA Scheduling Graphical User Interface (VS GUI).

e DIFF? - This column will display as blank, N/A, or three (3) asterisks (***).

o Blank — indicates there is no issue between the clinic LOCATION NAME and
RESOURCE NAME. User intervention is not required.

DEVICE: @;80;999 HOME (CRT)

HOSPITAL LOCATION Search OCT 17, 2019@10:45 PAGE 1
LOCATION NAME RESOURCE NAME DIFF?

VSE TEST CLINIC VSE TEST CLINIC

Figure 257: Sample Output with Blank DIFF? Column

o N/A — A non-clinic resource is listed in the RESOURCE NAME column. User
intervention is not required.
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DEVICE: @;80;999 HOME (CRT)
HOSPITAL LOCATION Search OCT 17, 2019@1@:45 PAGE 1
LOCATION MAME RESOURCE NAME DIFF?

DOE, JOHN H N/A

Figure 258: Sample Output with N/A listed in the DIFF? Column

o Three (3) asterisks (***) - indicates there may be an issue with the SDEC
RESOURCE. User intervention 1S required.

Example 1: LOCATION NAME column does not match the
RESOURCE NAME column. Site will need to use Edit Resource [SDEC
RESOURCE EDIT] to correct the SDEC RESOURCE File (#409.831).

DEVICE: ©;8@;999 HOME (CRT)

HOSPITAL LOCATION Search OCT 17, 2019@10:45 PAGE 1
LOCATION MNAME RESOURCE NAME DIFF?
VSE RESOURCE ERROR VS RESOURCE ERROR FEE

Figure 259: Sample Output with Mismatched Resource with
Three (3) Asterisks (***) in the DIFF? Column

Example 2. RESOURCE NAME column is blank indicating the SDEC
RESOURCE is missing. Site will need to use Create a Resource [SDEC
RESOURCE CREATE] to correct the SDEC RESOURCE File
(#409.831).

DEVICE: ©;80;999 HOME (CRT)

HOSPITAL LOCATION Search OCT 17, 2019@1@:45 PAGE 1
LOCATION NAME RESOURCE NAME DIFF?
VSE MISSING RESOURCE R

Figure 260: Sample Output with a Missing Resource with
Three (3) Asterisks (***) in the DIFF? Column

The main concern is with ACTIVE clinics with three (3) asterisks (***) in the DIFF? column.
Inactive clinics with three (3) asterisks (***) will be fixed by the system if they are reactivated in
the future.

Search the file for active clinics that need correction.

1.

Starting with the cursor at the top of the output report file, use the Find feature to search for
the three (3) asterisks (***) in the DIFF? column.

Note: The user can use Ctrl + F keyboard shortcut to display the Find dialog box or select Edit from the drop-
down menu and select Find.
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Figure 261: How to Search Using Find
2. Enter three (3) asterisks (***) in the prompt box Find what: and select Find Next.

4

File Edit Format View Help

DEVICE: 8;88;999 HOME (CRT)

HOSPITAL LOCATION Search JUN 28, 2019§10:45  PAGE 1
LOCATION NAME RESOURCE NAME DIFF?

Find x

Find what: [l | [Find heat |

Direction Cancel
[ Match case OUp @ Down

[] Wrap around

Figure 262: Find Dialog Box

3. Collect the names of any active clinics that have three (3) asterisks (***) in the DIFF?
column and proceed to Correct Clinic Resource Issues to fix the clinic resource.

4. Some sites may not have any active clinics with issues and can proceed to Identify and Fix
Existing Appointments with Resource Problems to fix corrupted appointments.

D. Correct Clinic Resource Issues

D.1. Edit Resource

The Edit Resource [SDEC RESOURCE EDIT] menu option allows the site to correct any
active clinic with a mismatch between the LOCATION NAME and RESOURCE NAME
identified in the Clinic without matching resource list output. The output will display
LOCATION NAME, RESOURCE NAME, and three (3) asterisks (***) listed in the DIFF?
column.

Note: The Location Name and Resource Name must match exactly to include case, spelling, and leading or trailing
spaces.

1. Navigate to the Supervisor Menu [SDSUP] and enter the following prompt responses listed
in the following steps. Reference mismatched LOCATION NAME and RESOURCE
NAME identified in Figure 260: Sample Output with a Missing Resource with Three (3)
Asterisks (***) in the DIFF? Column.
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Select SDEC RESOURCE: RESOURCE NAME identified in the Clinics without matching
resource list report from Identify Clinic without Matching Resource List.

RESOURCE: NAME OF CLINIC
RESOURCE TYPE: CLINIC// H.INAME OF CLINIC
...OK? YES//

Note: RESOUCE TYPE must match a LOCATION NAME in the HOSPITAL LOCATION File (#44). Do
not add a new HOSPITAL LOCATION. Please see Figure 264 for example of entering the RESOURCE
TYPE incorrectly.

HOSPITAL LOCATION: NAME OF CLINIC

The resource has been successfully added when you are returned to the prompt Select SDEC
RESOURCE.

ACR Ambulatory Care Reporting Menu ...
AM  Appointment Management
CONS Consult/Request Main Menu ...
SDRR  Recall Reminder Main Menu
Appointment Menu ...
Autcmated Service Connected Designation Menu ...
Outputs ...
Supervisor Menu ...
Visth Scheduling GUI Resource Mgmt Report Data

Select Scheduling Manager’s Menu <TEST ACCOUNI> Option: Supervisor Menu

Log Clinic Edit Log Report
2dd/Bdit a Holiday
Bppointment Status Update Menu
Appointment Waiting Time Report
Eppointments with missing resources
RButomatically Fix Appointments with No Resource
Cancel Clinic Availability
Change Patterns to 30-&0
Clinics without matching resource list
Convert Patient File Fields to PCMM
Create a resource
Current Mas Release Notes
Edit Rescurce
Edit resource for an appointment

Select Supervisor Menu <TEST ACCOUNT> Option: Edit Resource
Select SDEC RESOURCE: VS5 RESOURCE ERROR

RESOURCE: V5 RESOURCE ERROR// VSE RESOURCE ERROR

RESOURCE TYPE: CLINIC// H.VSE RESOURCE ERROR

HOSPITAL LOCATION: VS5E RES0URCE ERROR

Select SDEC RESQURCE:

Figure 263: EDIT RESOURCE Menu Option and Prompt Responses

If the RESOURCE TYPE entered does not match a LOCATION NAME in the HOSPITAL

LOCATION File (#44), the system will ask:
e Are you adding ‘RESOURCE TYPE ENTERED’ as a new HOSPITAL LOCATION?

The answer is NO and is the default answer. DO NOT add a new HOSPITAL LOCATION.
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Select Supervisor Menu <TEST ACCCUNT> Opticn: Edit Resource

Select SLEC RESQURCE: VS RESCOURCE ERROR
SOURCE: WS RESOURCE ERRCR// VSE RESOURCE ERRCR
SOURCE TYPE: CLINIC// H.V RESOURCE ERRCR
Lre you adding 'V EESOURCE ERRCR' as
a new HOSPITAL LOCATION (the 48618T)? No//

[#5]

elect SDEC RESCURCE:

Figure 264: RESOURCE TYPE Entered Incorrectly
D.2. Create a Resource

The Create a resource [SDEC RESOURCE CREATE] menu option allows the site to correct
any active clinic missing a resource in the SDEC RESOURCE File (#409.831) identified in the
Clinic without matching resource list output with a blank RESOURCE NAME and three (3)

asterisks (***) listed in the DIFF? column. Reference missing RESOURCE NAME in Figure

260.

1. Navigate to Create a resource [SDEC RESOURCE CREATE] option in the Supervisor

Menu [SDSUP] and enter the prompt responses listed in the following steps.

2. Select SDEC RESOURCE: NAME OF CLINIC

NOTE: These must match exactly to include case sensitivity, spelling, and trailing or leading spaces.

3. Are you adding ‘name of clinic’ as a new SDEC RESOURCE: NO//Y

NOTE: The default for this prompt is NO. If the clinic already has a resource, you will not get this prompt.

4. RESOURCE TYPE: H.NAME OF CLINIC
5. DATE/TIME ENTERED: NOW
6. ENTERED BY USER: YOUR NAME
7. HOSPITAL LOCATION: NAME OF CLINIC
8.
RESOURCE.
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ACER  Ambulatory Care Reporting Menu ...
M Appointment Management
CON3 Consult/Request Main Menu ...
SOFR  FRecall Reminder Main Menu
Lppointment Memu ...
Lntomated Service Comnected Designation Memn ...
futputs ...
Superviscr Menu ...
Visth Scheduling GUI Besource Mgmt Report Data

Select Scheduling Manager's Menun «TEST ACCOUNT» Cpticn: Supervisor Menu

Log Clinic Edit Log Report
Ldd/Edit a Heliday
Appointment Status Update Menun
Appointment Waiting Time Beport
Appointments with missing rescurces
Automatically Fix Appointments with No REescurce
Cancel Clinic Awailability
Change Patterns to 30-&£0
Clinica without matching resource list
Convert Patient File Fields to PCMM
Create a resgurce
Current Mas Belease Hotes
Edit Bescurce
Edit resource for an appointment

Select Supervisor Menu <TEST ACCOUNT:> Opticn: Create & resource

Select SDEC RESOURCE: VSE MISSING RESOURCE
Lre you adding "V3E MISSIHG RESOORCE" as
& new SDEC BESOURCE 2 BO//Y
RESOURCE TYPE: CLIRIC// H.WSE MISSIRG RESOURCE
DRTE /TIME ENTEEED: HOW
ENTERED BY USER: DOE, JOHN
HOSPITAL LOCATION: VSE MISSING RESOURCE

Jelect SDEC RESOURCE:

Figure 265: CREATE A RESOURCE Menu Option and Prompt Responses

D.3. Check Corrections Made to the SDEC RESOURCE File

After making corrections to the SDEC RESOURCE File (#409.831) through either the Edit
Resource or Create a Resource options, re-run the Clinic without matching resource list to verify

the clinic corrected is now displaying a blank under the DIFF? column versus the three (3)
asterisks (***). If the clinic is still displaying the three (3) asterisks (***) in the DIFF? column,
verify the LOCATION NAME and RESOURCE NAME match exactly. If they are an exact
match but are still displaying three (3) asterisks (***) in the DIFF? column, proceed to Check
for Inactive Clinics because corrections cannot be made for inactive clinics using these options.

DEVICE: ©;80;999 HOME (CRT)

HOSPITAL LOCATION Search OCT 17, 2019@10:45 PAGE 1
LOCATION NAME RESOURCE NAME DIFF?

VSE RESOURCE ERROR VSE RESOURCE ERROR wEE

VSE MISSING RESOURCE VSE MISSING RESOURCE

Figure 266: Checking SDEC RESOURCE File (#409.831) Corrections

Note: Figure above is the output result of re-running the Clinic without matching resource list report after

corrections have been made.
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The VSE RESOURCE ERROR clinic listed in Figure 266: Checking SDEC RESOURCE File
(#409.831) Corrections initially had a mismatched name between the HOSPITAL LOCATION
and RESOURCE NAME (see Figure 259). Although, they now match, the report is still
displaying three (3) asterisks under the DIFF? column indicating something is still wrong with
this clinic’s resource. Site should proceed to Check for Inactive Clinics to verify if this clinic is
active or inactive.

The VSE MISSING RESOURCE clinic listed in Figure 266: Checking SDEC RESOURCE
File (#409.831) Corrections was initially missing the resource name (see Figure 260) and the

SDEC RESOURCE File (#409.831) was corrected. The report is now displaying the resource
name and a blank under the DIFF? column indicating the clinic resource is now fixed.

D.4. Check for Inactive Clinics

Inactive clinics with three (3) asterisks (***) will be fixed by the system if they are reactivated in
the future and do not require user intervention at this time.

Clinics with ZZ in the name are typically inactive, but you may come across an inactive clinic
without a ZZ. These are typically found if a clinic will not drop off the Clinic without matching
resource list after it is corrected.

The option Clinic Profile [SDCLINIC] found in the Scheduling Manager’s Menu [SDMGR]
Option Outputs [SDOUTPUT] can be used to check whether a clinic is inactive.

1. Navigate to the Scheduling Manager’s Menu [SDMGR]

2. Select Scheduling Manager’s Menu Option: Outputs

3. Select Outputs Option: Clinic Profile

4. Select division: ALL// press RETURN

5

. Select clinic: ALL// VSE

Note: Default response ALL is provided. If user would like to narrow down the clinic to select, enter a portion
of the clinic name which is case sensitive and then press RETURN. The example provided is to check the VSE
RESOURCE ERROR clinic from_Figure 266, so VVSE was used to narrow down the clinic choices.

1 VSE MISSING RESOURCE

2 VSE RESOURCE ERROR
CHOOSE: 2
Select another clinic: press RETURN
DEVICE: HOME// press RETURN

© N o
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ACR Ambulatory Care Reporting Menu ...
AM  Appointment Management
CONS Consult/Request Main Menu ...
SDRR Recall Reminder Main Menu
Appointment Menu ...
Ahutomated Service Connected Designation Menu ...

Supervisor Menu ...
VistA Scheduling GUI Resource Mgmt Report Data

Select Scheduling Manager’s Menu <TEST ACCOUNI> Option: Outputs

A0K Encounter Activity Report
A0K2 ACRP Stop Code Report
Appointment List
Appointment Management Report
Cancelled Clinic Report
Clinic Assignment Listing
Clinic List (Day of Week)
Clinic Next Available Appt. Monitoring Report

Display Clinic Availability Report
Enrollments > X Days

File Room List

Future Appeintments for Inpatients
Inpatient Appointment List

Management Report for Ambulatory Procedures
No-Show Report

PCMM Main Menu ...

Press ‘RETURN’ to continue, ‘“’ to stop:
Routing Slips
Visit Rpt by Transmitted OPT Encounter

Select Outputs <TEST ACCOUNT> Option: Clinic Profile
Select division: ALL//
Select clinic: ALL// VSE
VSE MISSING RESOURCE
2 VSE RESOURCE ERROR
CHOOSE 1-2: 2 VSE RESOURCE ERROR
Select another clinic: >>>>>Press RETURN
DEVICE: HOME (CRT)

-

Figure 267: Clinic Profile Menu and Prompts

CLINIC PROFILES AS CQF: 10/17/2019

Clinic: VSE RESOURCE ERROR Abbr.:
Location: VIRTUAL TESTING Telephone: (999) 999-999%
Telephone Ext.:
Pat Friendly Name: VSE RESOURCE ERROR

Direct Pat Schlng: NO Display Clin Appt to Patients: YES
Days clinic meets: Start date: 07/02/2015
Increments: 30 Minutes Hour display begins: 12 AM
Appt. length: 30 Minutes Variable length appts.: YES
Stop Code: 502 Maximum overbooks per day: 99
Credit Stop Code: 185 Non-count clinic: NO
Prohibit access: NO Maximum days for future booking: 400

*#xxx Clinic is inactive as of 02/17/2017 *##**

Type <Enter> to continue or ‘*' to exit:

Figure 268: Clinic Profile for Inactive Clinic

Note: Figure above is a screenshot of an INACTIVE clinic which displays the message ***Clinic is inactive
as of (DATE)*** at the bottom of the clinic profile.
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CLINIC PROFILES AS OF: 10/17/2019

Clinic: VSE MISSING RESOURCE Abbr.:
Location: VIRTUAL TESTING Telephone: ($9%9) 999-3999
Telephone Ext.:
: VSE MISSING RESOURCE

1 NO Display Clin Appt to Patients: YES
: Start date: 09/02/2016
Increments: 30 Minutes Hour display begins: 12 &M
Lppt. length: 30 Minutes Variable length appts.: YES
Sto 502 Maximum overbooks per day: 99
Credit Stop Code: 185 Non-count clinic: NO
Prohibit access: NO Maximum days for future booking: 400

Type <Enter> to continue or ‘4" to exit:

Figure 269: Clinic Profile of Active Clinic

Note: Figure above is an example of a clinic that is ACTIVE and does not contain a message at the bottom of
the profile.

9. If the clinic is inactive, but does not have ZZ in the name, contact your lead/supervisor or
clinic profile staff to determine if the clinic name should be edited. These clinics will not
drop off the report no matter how many times you edit the SDEC RESOURCE File
(#409.831).

If the clinic is active and will not drop off the report after you complete the corrections contact
your lead/supervisor, clinic profile staff, or Program Application Specialist (PAS) as
appropriate, and use the Friday Office Hours or email the program office. Please refer to the
Assistance section for contact information.

E. Identify and Fix Existing Appointments with Resource Problems

Sites should run option Automatically Fix Appointments with No Resources [SDEC NO RES
APPT AUTO FIX], which will check for existing appointments with resource issues and will

automatically fix any appointment that is an exact match by looking in the PATIENT File (#2).
This option will not require user interaction to make the corrections.

The check will also display appointments that may potentially require the site to fix manually. It
cannot be predicted what percentage of appointments will be fixed; however, with the
installation of patch SD*5.3*731, sites can run the option again and allow the enhanced utility to
clean up additional appointments decreasing the number that require a manual fix.

The utility needs to be run once for the facility; however, if the option is run multiple times
(intentionally or otherwise), it will not hurt the system.

This option will need to be completed for any future appointments as well as those made from
the time the facility implemented the VS GUI. For most facilities, running the check back to 1
January 2016 will suffice. If the facility was an Initial Operating Capability (I0C) facility, the
check may require going back to 1 January 2014.

This step will need to be conducted before or after business hours as it requires the system to
query substantial appointment records and could potentially be resource intensive, especially at
larger sites. The duration to complete this process is unknown, and it is advised to break this step
down into multiple runs to have the system process blocks of appointments at a time and prevent
tying up system resources. As an example, a large site could run the check for the following
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dates in this order: T+1, T+60, T+120, T+390, T-1, T-60, T-120, 10CT2019, 1JUN2019,
1JAN2019, 1JUN2018, 1JANZ2018, etc.

E.1. Automatically Fix Appointments with No Resources

1. Navigate to the Supervisor Menu [SDSUP] and enter the following for the prompts.
2. Select Supervisor Menu Option: Automatically Fix Appointments with No Resources

3. Pause here before entering a date and turn on logging to capture the results in a file. Do not
print the report to a printer. Instructions on logging are available in Appendix A.
4. DATE: 10CT2019

Note: At this DATE prompt, consider doing this in batches as described above. All appointments from the
date entered and into the future will be checked and fixed.

5. The utility returns user to the Supervisor Menu when it completes.

ACR Ambulatory Care Reporting Memu ...
M  2Appointment Managemesnt
CONS Consult/Request Main Menu ...
SDRR Recall Reminder Main Memu
Zppointment Menu ...
Zutomated Service Connected Designation Memw ...
Outputs ...
Supervisor Menu ...
VistA Scheduling GUI Resource Mgmt Report Data

Select Scheduling Manager’s Menu <TEST ACCOUNT> Option: Supervisor Menu

Log Clinic Edit Log Report
Add/Edit a Holiday
Appointment Status Update Menu
Appointment Waiting Time Report
Appointments with missing resources
Automatically Fix Appointments with No Resource
Cancel Clinic Availability
Change Patterns to 30-60
Clinics without matching resource list
Convert Patient File Fields to PCMM
Create a resource
Current Mas Release lotes
Edit Resource
Edit resource for an appointment

Select Supervisor Menuw <TEST ACCOUNT> Option: hut,umatically Fix Appointments with No Rescurce
Appointments without resource checker
Select starting date to check: 10CT201%

Jelect Supervisor Menu <TEST ACCOUNT> Option:

Figure 270: Automatically Fix Appointments with No Resources

E.2. Reviewing/Analyzing Appointments without Resources
Results

The results from the Automatically Fix Appointments with No Resource [SDEC NO RES
APPT AUTO FIX] check will display any appointment the system fixed and those that it could
not fix. The site is not required to make manual corrections for appointments until after patch
SD*5.3*731 is installed and the enhanced version of this utility resolves any additional
appointments automatically that it can. If any appointments are found after the installation of
patch SD*5.3*731 enhanced version of the utility is run, the site will be required to make the
corrections manually and guidance will be provided with the patch installation.

The output report from the Automatically Fix Appointments with No Resource [SDEC NO RES
APPT AUTO FIX] check will display each appointment date, time, patient name, clinic, and
reason the appointment could not be automatically corrected. It will also display two fields called
DATE APPOINTMENT MADE and APPOINTMENT MADE BY. The response desired in
both of those fields is either SAME IN BOTH or 3 OF 3. If it does not contain this result, then
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the appointment will need to be corrected manually, or ignored. The report also provides a totals
section at the end of the report that provides a summary of the appointments it fixed and those
that it could not and the list of clinics for those appointments.

Note: Appointments listed as Cancelled in PATIENT File (#2) but NOT in APPOINTMENT File (#409.84) do
not require a correction.

1. Open the file created during the Automatically Fix Appointments with No Resource checker
from the previous section.

2. Review results.

e Example 1: This appointment has been automatically corrected by the utility and
reflects the comment ...updated.

1. Jul 03, 201%@0&:00 DOE, JCHN DAVID ABC TELE CLINIC
Date appointment made: - same in both
Eppointment made by: - same in koth
. .updated

Figure 271: Appointment with SDEC Resource Issue Automatically
Corrected

« Example 2: This is a past appointment that has been cancelled and does not need to
be corrected.

2. May 09, 2015@09:30 DCE, JOHN DAVID WOUND CLINIC
Cancelled in patient file but NOT in appointment file
Date appointment made: - same in both
Appointment made by: - same in both

Figure 272: Past Patient Appointment - No Correction Required

e Example 3: This is a future appointment for the patient and the DATE
APPOINTMENT MADE field reports a discrepancy between the APPOINTMENT
File (#409.84) and the PATIENT File (#2). In order to fix this appointment, it will
need to be Cancelled by Clinic and rescheduled in the VS GUI using the same
Patient Indicated Date (PID).

3. Bugust 19, 2020809:40 DOE, JANE LUCY ABC TELE CLINIC
Date appointment made: Appt: August 18, 2020 Patient: Rugust 17, 2020
Appointment made by: - same in both

Figure 273: Future Patient Appointment - Must be Corrected

3. This Summary is listed at the end of the Automatically Fix Appointments with No Resource
report. It contains the summary of the number of appointments found for a clinic that was
missing a resource in the SDEC RESOURCE File (#409.831), number of appointments
fixed, and number of appointments the utility failed to match and could not correct.

TOTAL FOUND: 3

FIXES MADE: 1

FAILED TO MATCH: 2
MATCHING PERCENTAGE: 33.3%

MISSING CLINICS MATCHED TO: ABC TELE CLINIC 2=66.7%
WOUND CLINIC 1=333%

Figure 274: Summary of Appointments Checked and Results
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F. Ongoing Data Check Expectations
The options introduced in this patch should not be an ongoing cleanup effort.

e Once a clinic or appointment is fixed, it should stay fixed.

e New clinics should reliably create a resource as part of normal operations.

¢ Reactivated clinics will create a resource if they do not have one.
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G. Addendum for Patch SD*5.3*731 Site Instructions

G.1. Known Defect and Work Around

It was discovered that the calendar grid in VistA Scheduling Graphical User (VS GUI) will not
automatically load when VA Online Scheduling (VAOS) appointments are selected in the
pending appointments list. The work around to get the appointment to display on the calendar
grid is to search for the clinic in the clinic search bar at the bottom left of the GUI window and
then navigate the calendar grid to the date of the scheduled appointment.

G.2. Overview

Patch SD*5.3*731 enhances the appointment fixing routine used by options Manually Fix
Appointments with No Resource [SDEC NO RES APPT FIX] and the Automatically Fix
Appointments with No Resource [SDEC NO RES APPT AUTO FIX] that were introduced in
patch SD*5.3*723, Fix for Appointments with No Resource. It also modifies the SDEC EP
WAIT LIST Remote Procedure Call (RPC) code to strip time from the Clinically Indicated Date
(CID) if it is present. This modification allows schedulers to cancel VA Online Scheduling
(VAQS) appointments from the VistA Scheduling Enhancements (VSE) calendar without error.

Previously in Patch SD*5.3*723, the correcting routine would not repair the SDEC
APPOINTMENT File (#409.84) where the current state (active or cancelled) was different from
the appointment in the PATIENT File (#2).

The new version can flag an SDEC APPOINTMENT File (#409.84) entry as cancelled and will
copy the corresponding cancellation data into it from the PATIENT File (#2) entry. It can also
change an SDEC APPOINTMENT File (#409.84) entry from cancelled to active and will
remove the cancellation data. The enhanced version also compares appointments in the
PATIENT File (#2) and HOSPITAL LOCATION File (#44) to ensure consistency between them
so that VSE and VistA Scheduling can function properly.

Patch SD*5.3*731 also adds a new option Appointments with no resource report [SDEC NO
RES APPT REPORT]. This report option uses the same criteria as the Automatically Fix
Appointments with No Resource [SDEC NO RES APPT AUTO FIX] option without making
any changes. This can be used to review the discrepancies between the PATIENT File (#2),
HOSPITAL LOCATION File (#44) and the SDEC APPOINTMENT File (#409.84).

G.3. Site Instructions

After the installation of Patch SD*5.3*731, sites should use the following options to finish
cleaning up any remaining ghost appointments.

1. Automatically Fix Appointments with No Resource [SDEC NO RES APPT AUTO FIX]
enhanced version from Patch SD*5.3*731 but will follow the same steps as provided in the
Addendum for Patch SD*5.3*723. See Section E.1. Automatically Fix Appointments with
No Resources.

2. ldentify remaining appointments with resource issues using one of the provided reports:
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a. Appointments with Missing Resources [SDEC NULL RESOURCE] from
Patch SD*5.3*723. Instructions to use this option are provided with the Patch
SD*5.3*731 addendum below.

b. Appointments with no resource report [SDEC NO RES APPT REPORT]
from Patch SD*5.3*731.
3. Fix remaining appointments with resource issues using the following options.
a. Manually Fix Appointments with No Resource [SDEC NO RES APPT FIX]

from Patch SD*5.3*723. Instructions to use this option are provided with the Patch
SD*5.3*731 addendum below.

b. Edit resource for an appointment [SDEC APPOINTMENT EDIT] from Patch
SD*5.3*723. Instructions to use this option are provided with the Patch
SD*5.3*731 addendum below.

G.4. Automatically Fix Appointments with Resource
Problems

Sites should run option Automatically Fix Appointments with No Resource [SDEC NO RES
APPT AUTO FIX] which has been enhanced in Patch SD*5.3*731. This option will check for
existing appointments with resource issues and automatically fix any appointment that is an
exact match by looking in the PATIENT File (#2). This option will not require user interaction to
make the corrections.

Steps to run this option are included in the SD*5.3*723 Addendum in Section E.1.
Automatically Fix Appointments with No Resources.

G.5. Identify Remaining Appointments with Resource
Problems

After running the enhanced version of the Automatically Fix Appointments with No Resource
[SDEC NO RES APPT AUTO FIX], sites should use one of the following reports to identify
remaining appointments with resource issues. Instructions to run the reports are provided below
with sample output. Sites can choose either option.

G.5.1. Appointments with Missing Resources Option

Appointments with missing resources [SDEC NULL RESOURCE] is a report option included
in Patch SD*5.3*723. This report should be logged to a file. Instructions on logging are available
in Appendix A. The report will provide a list of appointments that have a resource issue that
needs to be resolved.

1. Navigate to the Supervisor Menu [SDSUP] and enter the following for the prompts.

2. Select Supervisor Menu Option: Appointments with missing resources

3. Pause here before entering a date and turn on logging to capture the results in a file. Do not
print the report to a printer. Instructions on logging are available in Appendix A.

4. Sort by: STARTTIME// >>>>Press ‘Return’ to accept default<<<<<
5. Start with STARTTIME: FIRST// >>>>>Enter start time such as t-30<<<<<
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Note: Site should focus on present and future appointments but can run the report for past appointments from the
time VS GUI was implemented at the site. It is not necessary to correct past appointments that still have a resource
issue and the site can choose to ignore these appointments.

6. Goto STARTTIME: LAST// >>>>>Press ‘Return’ to accept default<<<<<
7. DEVICE: 0;80;99

e Zero (0) tells VistA print to screen.
¢ 80 indicates the number of columns

¢ 99 indicates how many rows in each page before the user is prompted to press
RETURN.

8. The utility returns user to the Supervisor Menu when it completes.

ACR Rmbulatory Care Reporting Memu ...

BM  Appointment Management

CONS Consult/Request Main Menu ...

SDRR Recall Reminder Main Menu
REppointment Menu ...
Rutcmated Service Connected Designation Menu ...
Outputs ...

Supervisor Menu ...

VistA Scheduling GUI Rescurce Mgmt Report Data
Select Scheduling Manager’s Menu <TEST ACCOUNT> Option: Superviscr Menu

Log Clinic Edit Log Report
Add/Edit a Holiday
Appointment Waiting Time Report
Appointments with missing resources
Appointments with ne rescurce report
Rutomatically Fix Appointments with No Resource
Change Patterns to 30-€0
Clinics without matching resource list
Create a resource
Current Mas Release Notes
Edit Resource
Edit resource for an appointment

Select Supervisor Menu <TEST ACCOUNT> Option: Appointments with missing resources

Sort by: STARTTIME// >>>>>Press ‘Return’ to accept default<<<<<
Start with STARTTIME: FIRST// t-30
Go to STARTTIME: LAST// >>>>>Press ‘Return’ to accept default<<<<<

DEVICE: 0:80:99

Select Supervisor Menu <TEST ACCOUNT> Option:

Figure 275: Appointments with Missing Resources Prompts

The report output displays the Internal Entry Number (IEN) of the appointment, the appointment
start time, patient name, clinic location, and number of data points in agreement between the
PATIENT File (#2) and the SDEC APPOINTMENT File (#409.84). The three data points for a
patient’s appointment are: Date, Status, and Made By. A response of ‘3 of 3 data points agree’
indicates that all fields match, and the appointment can be fixed automatically or manually. If a
response of less than 3 of 3 is provided, then the appointment needs to be reviewed and
corrected.

An example of all three data points not matching can be found in Figure 273. In this example, the
appointment dates did not match between the PATIENT File (#2) and the SDEC
APPOINTMENT File (#409.84) and to correct it, the appointment had to be cancelled by clinic
and rescheduled using the VS GUI and the same Patient Indicated Date (PID).
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SDEC APPOINTMENT Search
IEN STARTTIME PATIENT CLINIC

281738 FEB 20,2020@1300 DCE, JOHN JRMES VSE TEST RESCURCE
3 of 3 data points agree

281624 FEB 20,2020@1315 DCE, JENE ELLA VSE TEST RESCURCE
3 of 3 data points agree

281586 FEB 20,2020@1330 PEEP,LITTLE BO VSE TEST RESOURCE

3 of 3 data points agree

Figure 276: Appointments with Missing Resources Sample Output

G.5.2. Appointments with No Resource Report Option

Appointments with no resource report [SDEC NO RES APPT REPORT] is a new report option
provided in Patch SD*5.3*731 which identifies appointments with no resource and may require
correction. This report uses the same criteria as the Automatically Fix Appointments with No
Resource [SDEC NO RES APPT AUTO FIX] option without automatically fixing the
appointments. This option allows the site to review the discrepancies between the PATIENT File
(#2), HOSPITAL LOCATION File (#44), and the SDEC APPOINTMENT File (#409.84). The
report will display the appointment date and time, the IEN in parenthesis, the patient name, clinic
location, and the results of comparing the data points in columns labeled SOURCE, STATUS,
DATE MADE, and MADE BY.

1. Navigate to the Supervisor Menu [SDSUP] and enter the following for the prompts.

2. Select Supervisor Menu Option: Appointments with no resource report

3. Pause here before entering a date and turn on logging to capture the results in a file. Do not
print the report to a printer. Instructions on logging are available in Appendix A.

4. DEVICE: HOME// 0;80;99
e Zero (0) tells VistA print to screen.
¢ 80 indicates the number of columns

¢ 99 indicates how many rows in each page before the user is prompted to press
RETURN.

5. The option displays the following messages before the next prompt.
e Appointments without resources checker
e Select starting date to check

6. DATE: >>>>>Enter Date such as t-30, or INOV2019<<<<<

Note: Site should focus on present and future appointments but can run the report for past appointments from
the time VS GUI was implemented at the site. It is not necessary to correct past appointments that still have a
resource issue and the site can choose to ignore these appointments.

7. The utility returns user to the Supervisor Menu when it completes.
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ACR ZAmbulatory Care Reporting Menu ...

AM AEppointment Management

CONS Consult/Request Main Menu ...

SDRR Recall Reminder Main Menu
Appointment Menu ...

outputs ...

Log Clinic Edit Log Report
Add/Edit a Holiday
Rppointments with missing resources

Cancel Clinic Availability

Change Patterns to 30-60

Clinics without matching resource list
Convert Patient File Fields to PCMM
Create a resource

Current Mas Release Notes

Edit Resource

Edit resource for an appointment
Restore Clinic Availability

DEVICE: HOME// 0;80;99
Eppointments without resources checker
Select starting date to check

DATE: 1NOV2019

Select Supervisor Menu <TEST ACCOUNT> Option:

Automated Service Connected Designation Menu ...

Vista scheduling GUI Resource Mgmt Report Data

Butomatically Fix Rppointments with No Resource

Select Scheduling Manager’s Menu <TEST ACCOUNT> Option: Supervisor Memu

Select Supervisor Menu <TEST ACCOUNT> Option: Appointments with Ne Resource Report

Figure 277: Appointments with No Resource Report

Appointments without resources checker
Select starting date to check

DATE: 1NOV2019

1. FEB 20, 2020@13:00 (281738) DOE,JOHN JAMES VSE TEST RESOURCE

2. Feb 20, 2020@13:15 (281624) DOE,JRNE ELLA

Source Status Date Made Made by

Patient Active Nowv 12, 2019 CONTRARY, MARY
Location Active Nov 12, 2019 CONTRARY, MARY)|
Appointment Lctive Nov 12, 2019 CONTRARY , MBRY

VSE TEST RESOURCE

TOTAL FOUND: 2

FIXES MRDE: 0

FRILED TO MATCH: 0

MATCHING PERCENTAGE: 100.0%

Source Status Date Made Made by

Patient Lctive Sep 27, 2019 CONTRARY , MBRY
Location Active Sep 27, 2019 CONTRARY, MARY
Appointment Active Sep 27, 2019 CONTRARY, MARY

MISSING CLINICS MATCHED TO: VSE TEST RESOURCE

2 =100.0%

Figure 278: Appointments with No Resource Report Output
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G.6. Manually Fix Appointments with Resource Issues

After running one of the report options above for a list of appointments with resource issues, the
site should manually fix appointments that are remaining. The focus should be on present and
future appointments. The past appointments can be ignored. There are two options available to
fix the remaining appointments, Manually Fix Appointments with No Resource [SDEC NO
RES APPT FIX] and Edit resource for an appointment [SDEC APPOINTMENT EDIT]. The
sites should use the manual fix initially as it provides a list of appointments from the date user
selects into the future and information on whether there is an exact match between the PATIENT

March 2020



File (#2), HOSPITAL LOCATION File (#44), and SDEC APPOINTMENT File (#409.84), and
the option to correct the resource issue or bypass the appointment. If an appointment does not
have an exact match, the site should bypass the appointment and review the appointment further
prior to fixing the resource issue. If an appointment is bypassed, the site can use the Edit
resource for an appointment [SDEC APPOINTMENT EDIT] to go straight to the individual
appointment or can choose to run the manual fix option again.

G.6.1. Manually Fix Appointments with No Resource

Manually Fix Appointments with No Resource [SDEC NO RES APPT FIX] is an option
included with Patch SD*5.3*723 that lists appointments with null resources, determines if there
is a likely match by looking into the PATIENT File (#2) and then prompts the user to fix the
appointment or bypass it.
1. Navigate to the Supervisor Menu [SDSUP] and enter the following for the prompts.
2. Select Supervisor Menu Option: Manually Fix Appointments with No Resource
3. The option displays the following messages before the next prompt.

e Appointments without resources checker

e Select starting date to check
4. DATE: >>>>>Enter a date format such as t-30 or date such as INOV2019<<<<<

ACR Ambulatory Care Reporting Menu ...
EM  Appolntment Management
CONS Consult/Request Main Menu ...
SDRR Recall Reminder Main Menu
Appointment Menu ...
Rutcmated Service Connected Designation Menu ...

VistA Scheduling GUI Resource Mgmt Report Data
Select Scheduling Manager’s Menu <TEST ACCOUNT> Option: Supervisor Menu

Log Clinic Edit Log Report
Add/Edit a Holiday
Appointments with missing resources
Rutomatically Fix Appointments with No Resource
AEppointments with No Resource Report
Create a resource
Edit Resource
Edit resource for an appointment
Manually Fix Appointments with No Resource
Restore Clinic Availability

Select Supervisor Menu <TEST ACCOUNT> Option: Manually Fix Appointments with No Resource
Appointments without resources checker

Select starting date to check

DATE: 1NOV2013
Figure 279: Manually Fix Appointments with No Resource Menu Option and
Prompts

The option will run the resource checker and provide onscreen the list of appointments that can
be reviewed and fixed, or bypassed.

5. After the appointment information listed onscreen the option provides a prompt stating:

Make ‘Name of Clinic’ the resource for this appointment? NO// >>>>>No is the default
response which would skip this appointment. If the correction is desired, user should enter Y to
make the correction<<<<<
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Based on the user response of Yes or No, the option will display whether the appointment was
updated or skipped.

AppOINtments without resources checker
Select starting date to check
DATE: 1NOV2019

1. FEB 20, 2020@13:00 (281738) DOE,JOHN JAMES VSE TEST RESOURCE

Source Status Date Made Made by

Patient Active Nov 12, 2019 CONTRARY,MARY
Location Active Nov 12, 2019  CONTRARY,MARY
Appointment Active Nov 12, 2019  CONTRARY,MARY

Make 'VSE TEST RESOURCE' the resource for this appointment? NO// ... skipped

2. Feb 20, 2020613:15 (281624) DOE,JANE ELLA VSE TEST RESOURCE

Source Status Date Made Made by

Patient Active Sep 27, 2013  CONTRARY,MARY
Location Active Sep 27, 2019  CONTRARY,MARY
Appointment Active Sep 27, 2019  CONTRARY,MARY

Make 'VSE TEST RESOURCE' the resource for this appointment? NO// Y...updated

TOTAL FOUND: 2

FIXES MADE: 1

FAILED TO MATCH: 0
MATCHING PERCENTAGE: 100.0%

MISSING CLINICS MATCHED TO: VSE TEST RESOURCE 2 = 100.0%

Figure 280: Manually Fix Appointments with No Resource Onscreen Results and
Prompts

Once the option has completed the list of appointments based on the date criteria entered above,
it will provide a summary of the total appointments found with a resource issue, the number of
fixed appointments, the number of appointments failed to match, the matching percentage, and
the break-down of appointments per clinic identified.

G.6.2. Edit Appointment Resource

If an appointment was skipped in the manual fix, the site can use the Edit resource for an
appointment [SDEC APPOINTMENT EDIT] option and the IEN of the appointment identified
in one of the reports above to go directly to the appointment and fix the SDEC Resource.

1. Navigate to the Supervisor Menu [SDSUP] and enter the following for the prompts.
2. Select Supervisor Menu Option: Edit resource for an appointment

3. Select SDEC APPOINTMENT STARTTIME: "IEN of Appointment

Note: Use the backtick which is located on the tilde key directly under the Escape key on the keyboard plus the
IEN of the appointment found on one of the reports and this will open the exact appointment that requires the
resource to be edited.

=
7
4
-
1
0

Figure 281: Location of Backtick on QWERTY Keyboard
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4. RESOURCE: NAME OF CLINIC

5. Resource has been edited and returns user to the prompt Select SDEC APPOINTMENT
STARTTIME.

ACR  Imbulatory Care Reporting Memu ...
LM Ippointment Management
CONS Consult/Request Main Menu ...
SDER Recall Reminder Main Menu
BAppointment Memu ...
Intomated Service Connected Designation Menu ...
Cutputs ...
Supervisor Memu ...
Visth Scheduling GUI Rescurce Mgmt Report Data

Select Scheduling Manager’s Menu <TEST ACCOUNT> Option: Supervisor Menu

Log Clinic Edit Log Report
Ardd/Edit a Holiday
BEppointment Waiting Time Report
Ippointments with missing resources
mutomatically Fix Appointments with No Resource
Change Patterns to 30-60
Clinics without matching resource list

Create a resource

Current Mas Release Notes
Edit Resource
Edit resource for an appointment

Select Supervisor Menu <TEST ACCOUNT: Cption: Edit resource for an appointment

Select SDEC AFFOINTMENT STARTTIMER: 281738
RESOURCE: VSE TEST RESOURCE

Select SDEC AFFOINTMENT STARTTIME:

Figure 282: Edit resource for an appointment Prompt Responses

G.7. Check Corrections for Appointments with SDEC
Resource Issues

After corrections are made to an appointment through any method of fix, automatically,
manually, or directly through edit appointment resource, sites should verify corrections have
been successfully made by running either the Appointments with Missing Resources Option or
Appointments with No Resource Report Option. The correction has been successful if the
appointments have fallen off the reports.

H. Addendum for Patch SD*5.3*737

H.1. List Appointments and Encounters by Status
Note: Patch SD*5.3*686 and SD*5.3*723 must be installed before Patch SD*5.3*737.

During the testing of patch SD*5.3*722 and SD*5.3*723, it was noticed that appointments
cancelled using the Cancel Clinic Availability option [SDCANCEL] marks the appointment
cancelled in the PATIENT File (#2) and in the HOSPITAL LOCATION File (#44), but it
does not update the SDEC APPOINTMENT File (#409.84).

A new option, List Appointments and Encounters by status [SDEC APPT-ENC STATUS
LIST], was added for sites to identify future appointments with the wrong status caused by
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SDCANCEL and allows the sites to proactively fix the appointments identified. The option
will list appointments in a selected timeframe that match the specified statuses of the
PATIENT File (#2), the OUTPATIENT ENCOUNTER File (#409.68), and the SDEC
APPOINTMENT File (#409.84).

The option can be added to the Supervisor Menu [SDSUP] or assigned as a stand-alone menu
option.

Steps to use the List Appointment and Encounters by status [SDEC APPT-ENC STATUS
LIST] option:

1. Login to VistA with credentials

2. Select the List Appointments and Encounters by status option from the Supervisor Menu
[SDSUP] or as a secondary menu option. This example uses the Supervisor Menu [SDSUP].

3. DEVICE: HOME// ----> Press ENTER

4. DATE: T-365

5. Select patient appointment status: CANCELLED BY CLINIC
6. Select encounter status: ACTION REQUIRED

7. Select appointment file status: CANCELLED BY CLINIC

Outputs ...
Suparvisor Menu ...
VistA Scheduling GUI Resource Mgnt Report Data

Selact Scheduling Manager’s Menu <TEST ACCOUNT> Option: Supervizor Menu

Log Clinic Edit Log Raport
AddEdit a Holiday
Appointment Statuz Update Menu
Appointment Waiting Time Report
Appointments with missing resources
Automatically Fix Appointmenis with No Resource
Cancel Clinic Availability
Change Fatterns to 30-60
Clinics Without matching resource list
Convert Patient File Fields to PCMM
Create a rasource
Current Mas Release Notes
Edit Resource
Edit resource for an appointment
Enter(Edit Letters
Inactivate 2 clinic
List Appointments and Encounters by status
Manually Fix Appointments with No Resource

Belact Supervisor Menu <TEST ACCOUNT= Option: List Appointments and Encounters by status

Gengrate report showing status of patient appointment, encounter or appointment file entries for a zingle status
triple.

DEVICE: HOMEf/ HOME (CRT)

Selact starting date to check

DATE: T-365

Selact patient zppointment status: © - CANCELLED BY CLINIC

Selact encounter status: ACTION REQUIRED
Belact appointment file status: C - CANCELLED BY CLINIC

Figure 283: List Appointments and Encounters by Status Option and Prompts

List of appointments and encounters by status selected are displayed in the list for the
selected date range.
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*TEPATIENT APPOINTMENT®*=

Patient: DDE,JOHM dppointment date/time: 10/1/15814:30

Clinic: EMERGENCY ROOM Status:

Date zppoeintment made: 10/1/718 gy: DEER,JANE
txxENCOUNTER® %%

Encounter date: 10/1 /15981430

Clinic: EMERGENCY ROOM Status:

Date created: 10/1/10 By: DEER,JANE

MOT a Child encounter NOT a Parent sncounter

Humber of dependent entries: 0

TR AFPOINTRENT * =~
Aesource: EMERGENCY ROCH Status:
Date zppoeintment made: 10/1/718 gy: DEER,JANE

Figure 284: List Appointments and Encounters by Status Data Output

8. Hit <Enter> to return to the previous menu.
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Appendix

A. Appendix A
A.l. Send Report Results to Text File

The output of these reports should be a text file (logging, spooler, etc.). Do not print the output
to paper. There are several ways to accomplish this, so please feel free to capture the results
using the method that is most comfortable for you. The following steps provide one approach to
sending the report results to a text file.

1
2
3.
4. Select the Checkbox by Disk. If Checkbox by Print is the default selection, uncheck the

Log into VistA.
From the Reflections window for VistA Legacy, Select File drop-down

Select Logging which opens a dialog box

box to deselect Print.
Select Browse to select the location to save the file.
NOTE: Suggest saving this file to the desktop for ease of locating and opening.

e Inthe Save As dialog box, enter File name representative of the option used, for
example, SDEC-Clinics_without_matching_resources or
SDEC_Appointments_with_problem_resources 1JAN2019.

NOTE: Itis recommended to use a date in the file name so that logging can be captured for each date
range completed.

e Inthe Save as type field, use .txt as the file type (usually the default).
e Click Save.

6. Click OK in the Logging Settings dialog box.

User is returned to the main Reflections window.

Select File drop-down from the Reflections window and select Start Logging to begin
logging.
User is returned to the main Reflections window.
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Figure 285: Send Report Results to Text File

10. When report has completed running in VistA, select File drop-down on the Reflections

window and select Stop Logging.

D | G JGereasa upe  eon  Decunay  ve
L a 85 »e

urrent MAS Release Notes

=
s Enter/Edit Letters
oo + Inactivate a clinic

Remap Clinic
Restore Clinic Availability

Scheduling Parameters

Set up a Clinic

You have PENDING ALERTS
Enter

Figure 286: Stop Logging
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Press 'RETURN' to continue,

00k up on Clerk Who Made Appointment
anually Fix Appointments with No Resource
on-Conforming Clinics Stop Code Report
Print Clinic Installation Checklist

Release Appointment Request Locks

"' to stop:

Sharing Agreement Category Update
Wait List (Sch/PCMM) Utilities ...

*VA to jump to VIEW ALERTS option

Select Supervisor Menu <TEST ACCOUNT> Option:
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